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FOREWORD

The National Council of Negro Women, in 1970, launched a Center
for Career Advancement in Business and Commtrnication Skills.
The purpose of this New York based pilot program: to extend
after-work educational opportunities to low - stilled clerical em-
ployees, primarily minority group women; working in entry-level
jobs in large corporations and organizations. Employed as
messengers, receptionists or routine office clerks, some with
minimal typing duties, many of these, young women lack the edu-
cation, the skill and.the knowledge of the world of business which

f.., ..they need in order to advance.
.

This experimental prOgram racked up an impressive record. More
than two thirds of its 400 participants were promoted into higher
9cilled and better 1:..ying jobs. Many of the graduates are still -

studying in more advanced Wsiness and college courses.

As a result of this program, NCNW became convinced of the need
for a new curriculum to meet the' needs of this, particular group.
Working jointly with business' and adult educators, NCNW under-
took a research project, "Building New Career Ladders in
Clerical Occupations; " funded from 1973. to 1975 by the U. S.
Office of Education under Section 309 (b) of the Adult Education Act.
Its purposes were to tackle the two main factois holding back
entry -lev'l workers: 1) .inadequate schooling and skills on the
part of the employee; and 2) outmoded and unrealistic jobs
structures, promotional-systems and job training programs on
the part of,tlie employer.

Through the tool of task analysis, NCNW investigators and research-
ers studied a large number of clerical jobs at all levels and sepa-
rated out the specific tasks involved, An innovative teaching pro-
gram was developed pinpointirig what a person needs to know and
must be able to do to perform each task successfully. This meant
working closely for two years with more than 25 major corporations
(banks, financial institutions, utilities, insurance companies and
large corporations in New York City) to spell out clerical jobs in
new, realistic _ways and to create innovative teaching materials and

o
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curricula. Business cooperated significantly in recruitment of
students and volunteer tutor's, as well as in general program
support.

The process involved observation, discussion with personnel
people, use of company job descriptions and analyses, as well
as the testing of these agaynst the experiences and perceptions
of the employees themselves. It is through this process of study
and analysis that the realistic fOundation for the instructional

- program has been established.

Although the curriculum guide and instructional materials have
been tested in the Center for Career Advancement programs for
some five yeais, they should still be considered as distinctly
experimental. And the publication itself, since it represents the
first effort to put down on paper the. workinfg material of these
programs, should be viewed as' a "w,ork in progress."

For Whom Is the Curriculum Designed?

The learning program described on the following pages is primarily
for adults who are working at entry-level clerical jobs and who do
not have the language arts, problem solving or interpersonal skills
they need to advance to higher level jobs.

The primary target population is entry- leveIclerical workers
having minimal office skills and scoring below 8th grade level
on the TBE Reading and/or Language sections. More broadly,
the target is the total population of undereducated clerical, workers
without prospects for advancement, women and men alike. During
the two-year test period, minority women predominated among
corporation employees recruited for after-work career advance -
ment training. Although men-were encouraged to participate and
occasionally did, the clerical field; in New York City is still
primarily female, and the lower levels have a high percentage of
Black and Hispanic women.

Although die' curriculuIc does in fact serve- the needs of male as
well as female clerical workers, this curriculum guide refers
when necessary to students as "she." This is our linguistic
shorthand for "sh4/he" and "her/him." It's not that we are sexist
or exclusionary -- but simply that we choose to avoid clumsy and

v
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repetitious writing.

The program described here is suitable for adult continuing
education courses conducted by ,p-ublic schools or community,
colleges; or in-service training by business; and for-educational
advanc ent courses sponsored by community organizations.
Actually, since the cooperation of all three groups -- educational,
institutions, business and the community -- are important to the
success of the program, innovative sponsors will develop techniques
for involving all of them.

The National Council of Negro Women is continuing to develop and
sponsor programs for minority women who watt to advance in
business careers. We will, therefore, be available for further
advice and assistance to any group or organization interested in
establishing a program similar to that described here.

Whaf Are the Program's Purposes?

This is a performance-based curriculum.,, grounded in a thorough,
independent analysis of the tasks low level clerical workers perform
on their current-jobs and on the tasks they will be expected to per-
form as they move into higkie-r level positions. In addition to help-
ing people attain better NOotking skills, the program provides an
opportunity for participants to acquire knowledge and understand-
ing that will enable them to lead fuller lives as individuals and as
members of the community.

.
.

This is not a "remedial" program. There is no intention of having
people retrace their steps to learn rules and processes that the
schools failed to teach them. Job performance rather than stan-
darized testing is the Measure of achievement. There is a basic
assumption that the people who pa-iticipate in the .prograrn. have
acquired considerable knowledge and skill to get where they are as
functioning adults. The task now is to provide a way for them to

leara_and practice those additional skills that will enable them to
move ahead.

How to Mount a Program

The skill, sensitivity and commitment of staff are, of -nurse key to

7
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I
program effectiveness. .)3,y creating an environment of mutual
concern and support, dropouts can be kept to kminimUm. The ,

program should be under the direction of a coordinator who will
provide the necessary scontinuity* The coordinator should be
presenfat every course session and be available for consultation
on student problems related to the course or to other education
and job,situations.

While there needs to be continuity of instruction, experts in the
Sspecific areas ,covered in the course should be consulte and,

where possible, brought in to conduct particular sessio . It is
important that .they be briefed on the purpose and organization of
the program even though they may meet the students ?or only a

Or single se s s ion.

In addition, volunteers who function as tutors, role models and
occupational advisors can contribute significantly to the success
of the program. ,Adults particularly are reluctant to discuss
openly the problems they may have in dealing with the course and
its content. Personal and job-related problems also have a bearing
on a student's participation.. If each individual ca'n get help direct-
lysfrom a concerned Volunteer about particular problems, she is
likely to function mole effectively as a member of the total group.
Working women who themselves have struggled up_the job ladder
are generally the most effective volunteers.

t-:Content and Organiza ion

On the pages immediately following, there is presented a distil-
lation of the major clerical tasks divided into entry level and inter-,
mediate level, together with the skills and knowledge needed to
perform them. They 'should be studied carefully by the course
coordigla.tor and instructor at the beginning of the program and used
for reference throughout.

The amount of time to be/ spent on any one segment of the program
will, of course, depend on the students' needs. The total program
has been planned to cover two 15-16 week units with the group meeting
between 6-8 hours a week.

The total curriculum is organized arcifind two central objectives:

1) The advancement of knowledge and skill in reading,
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writing', speaking, interpersonal relations and
problem Solving.

2) The building of competencies that will enable.the
students to perform successfully the tasks needed
for upper level clerical jobs and, for some, to move
into managemdnt jobs.

Obviously these objectives are interrelated. As people achieve
- higher levels of knowledge and skill, they become more competent
on their jobs. And as they master more complex occupational
tasks, they find that they have advanced their academic skills.

Basically this curriculum is presented in four sections:

I. THE TASK APPROACH, an introductory section
designed to set the framevjork for the entire program

JOby establishing tlie lationship between task analysis,
job competency an educational advancement..

IL AREAS OF ACADEMIC KNOWLEDGE, a section devote.d
to establishing generalized learning and performance
objectives in the knowledge and skill areas covered by.. this program: problem solving, listening and speaking,
writing, reading/vocabulary.

..,

III. CAREER AND EDUCATION GUIDANCE, an experimental
section outlining a series of career development work-

1 shops to enablestudents to negotiate the'job- and education
systems for their own advancement.

IV. TASK-BASED LEARNING MATERIALS, 13 sequenced
clerical tasks, each analyzed and accompanied by a
variety of appropriate teacher, tutor and student
materials.

While the total curriculum guide is designed for use by the coordi-
nator or instructor, it also includes many materials intended for
claSdroom use by teachers, guest speakers, the students them-
selves. Pages which are intended for use by students or for
specific classroom presentations are labeled "Instructional Material.",
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It is recommended that the procedures outlined for Section I,
The Task Approach, be followed as they are set forth. These
are the sessions that establish the rationale for the entire pro-
gram and it is essential that students fully understand the process
they. are "nvolved in, what is expected of them andwhat they can

ate lea4ning.

For the other three Sections, the coordinator will want to be
selective, concentrating on the particular needs and interests of
the Students. It will also be useful to remain flexible about which
aspects to emphasize, as well as the order in which the various
elements of the program are covered. The material included here
is simply illustrative, and the sessions will -be more interesting
if both the students and their leaders work from current material
drawn directly from thee jobs that people are working in.

The format of this curriculum utilizes both formal presentations
and participatory activities. Although the goal is to involve the
participants fully in their own education, it may be necessary to
begin by structuring the sessions along the classroom lines that
the students habitually associate with'education. It is important,
however, to move away from this as soon as pbssible into more
active learning situations.

The significance of the group learning experience must also be
emphasized. As adults, the memberi of the group will havethad
some similar experiences and also some very different ones. They
will learn from and suppskrt each other and in the process build the
confidence needed to moue into new endeavors.

This program may, under certain conditions, be offered together
with skill training in'typing and shorthLd. If this is done, the
coordinator will find many opportunities for emphasizing the direct
relationship between technical and educational advancement. The
working materials included here can be related to the typing, dic-
tation or transcription functions of clerical jobs, whereas typing
and shorthand texts can be used as classroom materials to
strengthen language arts learning.

It is our hope that the following curriculum guide will first, prove
helpful to others and second, stimulate new ideas and the develop-
ment of new materials. AS the National Council of Negro Women
continues to refine, retest and modify this and other curricula for
minority working women, we invite and look forward to continuing
contact with people. interested in working along the same lines.

1 0
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NOTE

The following pages present two chart§ summarizing
1) specific clerical tasks (lefthand pages) and
2) the skills and knowledge needed to perfOrm these
tasks (righthand pages).

These charts summarize an extensive analysis of
language--arts-related clerical operations at the
entry and intermediate levels. This data served
as the framework for developing the following
curriculum.
. .
It is hoped that the charts will'prolve suggestive
and helpful to others in ctirricular
materials based on their particular students' on-
the-job situations and needs.

Ii
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I. ENTRY LEVEL - TASKS

Routing Mail

Reception

Directing people to proper offices
Giving information about company or department services

; Telephone

Answering telephone, screening and routing calls, taking
occasional messages

Copying and Comparinfl

Copying names and addresses and comparing, with original
material

Typing folder and address labels', file and index cards,
addressing envelopes, Compiling lists; comparing work with
original materials to locate and correct errors

Research

Using company directory, telephone and zip code directories
Reading informational materials

Filing. .

Simple placement- of folders or cards into a selected file
alphabetically

Ordering of name and addre ss cards alphabetically,
geographically

Locating and pulling items from file, tieing office system for
maintaining control of items removed -

Filling Out Forms

Entering information (from letters, chits, orders, ,etc. ) on -

prepared forms (expense, requisition, travel, time sheets,
periodical order forms, etc. )

12
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I. ENTRY-LEVEL SKILLS AND KNOWLEDGE

Minimal knowledge of typing:
about 35 words per minute

Basij thinking skills, orability to:

Follow instructions
Understatid the job to be done
Judge relatl-ve importance of tasks
Check and doublecheck work for accuracy
Knol.::iwherp to find information

Interpersonal skills, or ability to:

Deal with the public: listen to, understand and respond to
people on the telephone and in person; understand and
communicate company policy

Deal with supervisors: get the most out of supervisioeby
Using the proc to advance the knowledge and skill. of the
supervisee

Deal with fellow workers: understand the nature of business
relationships as distinct from social relationships; appre-
ciate the value of learning other jobs in the office

Exercis e self-understanding:
Recognize what one knows,,and does not know
Evaluate oneself, and one's abilities realistically

roa en (axle's knowledge of contemporaryPaffairs
op self-assurance

1,4

'Language. arta.s,kills

Reading Ability to:
:Scan for the:Main idea
Handle a'basic vocabulary of business
Understand and use forms and follow instructions
Comprehend office and career-related written materials

Writing - Ability to:
Copy clearly and accurately.
Compare accurately

. 13
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(I. Entry Level - Tasks, cont'd)

System Know-How

-I

6.-

Relating to people: perSonnel officers, supervisors, fellow
workers, clients, public

Relatiot/to institutions: following procedures and rules,
examining channels for acquiring new skills and gaining

ladvancement

%
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(I. Entry -Level - Skills and knowledge, cont'd)

Write simple sentences clearly and correctly-
,

Spell correctly

Speaking - Ability to:
Express oneself clearly and concisely in common yiork

situations
Listen well and then respond clearly and to the point, in

daily conversations, in dealings with fellow workers,
supervisors, clients, salesmdn, visitors to the office
and 'the public, both in person and on the telephone,

Speak vii th clarity, self-assuranc.e and warmth, using
correct pronunciation and usage

-OE
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II. INTERMEDIATE LEVEL TASKS .

Inca:fling Mail

C

Routing
Handling routine queries

. Pulling correspondence, reports, other data or forms needed
for answering queries.or. filling orders,-,and clipping to ",
letter(s)

%:. Telephone

Receiving calls: siCreening", handling, referring Callers to I
appropriate person, taking messages

Placing calls: for ihformati.ori; office services; for arranging
meetings, travel and hotel accommodations; for transmitting
messages

. .

Research

(Locating needed information or material from files, library
and specia,lized personnel

Researching and noting time of departure/arrival of trains,
planes and buses, 'using timetables and/or telephone

Researching and noting hntel.addreds and costs, using
hotedl reference books or telephone

Inspecting newspapersy-raagazines, tradejournalsournals for items
rela/ted to work

Locating needed services (i.e., catering, printing, art,
duplicating or mailing services, convention supplies,

office furniture, eto-.)-,
Collefiring needed research materials from outside sources:

government agencies, public and specialized libraries, pro-
fessional associations

Filing

Filing items:
alphabetically, by namdipersoh; by city/state
numerically .

o by geographic region
by topic or subject 0

16
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IL INTERVDIATE,LEVEL - SHILLS AND KNOWLEDGE

,Fanctional Skills r

Ability to:
Folio* instructions
Ask the right questions'
Know where to find information
Understand the job to.be done
Think ahead
Judge the relative importance of tasks
Plan work
Check and doublecheck work
Take intelligentinitiative

4

Interpersonal Skills

Supervisors

4

Self-Understanding
Recognizing what one knows and doesn'l know
Proper evaluation of oneself and o'ne's abilities
Broadening one's knowledge of contemporary trends,

economic and social

1

Getting the most out of supervision - using the process to
advance the knOwledge acid "ability of the supervisee

Knowing when one is ready to move mead
Taking action to advance oneself

Fellow Workers
Understanding the nature of
from social relationships

Value of learning other jobs

Public
Listen- ing to, understanding and responding, to people in A

person or on The phone
Understanding and communicating company policy'

.business relationships - distinct
`-

in the, office ocompany

gJ

New Workers .-
Basic understanding of how- to help and supervise other people

.>
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(II. Intermediate Level - Tasks, cont'd)

Pulling items from file, using office system for maintaining
control of items pulled

Sear"Ching files to locate missing or misfiled items
Transferring items from "active" to "inactive" files
Sorting material:

alphabetically
chronologically
numerically
by topic or subject
by geographic region,-

S by type-of payment, place of paYmentt ledger, department,
type of transaction

Copying and Comparing

Copying (typing) list of needed supplies'onto requisition.form)
Copying (typing) infoimation from records onto a variety of

forms (medical insurance, time sheets, expense reports,
orde,r forms,. etc. )

Inspecting and listing contents of office safe, bank- safety
deposit box

Comparing receipts against list of items to note errors or
omissions

Comparing final handwritten or typed copy with another hand-
written oyeyped draft to locate.errors and to make correc-
tions for' final draft

Reviewing completed forms or other documents for accuracy
of information "

Proofreading interoffice forms typed From handwritten master,
to locate and correct typographical errors and check proper
following Of fortn

Typing mailing lists, and checking against original material
for accuracy .

Typing copy onto spiiit, ditto or'offset master; stencil; mat
and/or multiliths-7 and checking against original for accuracy

Vyping memoranda, wires, cables, telegrams from hand-
written draft - and checking against original for accuracy

Typing statistical reports, financial statements, budgets,
balance sheets, profit and loss statements, bank reconcil-

I

,r
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(If. Intermediate Level - Skills and Knowledge, cont'd)

Willingness to take advantage of opportunitist for education
and training

Knowing one's rights - ability to use company policies to
one's advantage

Developing self - assurance

Language Arts Skills.

-Ability to:
Seak reasonably correct standard English
Read and comprehend at increasingly higher levels
Communicate in writing on levels' advancing from telephone

messages to letters and reports

Reading - Ability to: .

Scan letters, reports; brochures, articles for 1) the main
idea; 2) details of particular interest and importance to
one's own department executives

Use newspapers, ,magazines, journals, directories,
dictionaries and other references in the office to locate
needed information and ideas quickly and effectively

Use library and other specialized outside sources of informa-
tion and materials to assemble needed facts:and background
materials

Master the basic vocabulary of the major fields of interest
that touch on the business one's office is engaged in:
economics, finance, law, real estate and insurance,
medicine, communications, sociology, for example.

Writing - Ability to: 4
Compose simple and complex sentences
Compose paragraphs
Compose clear ana -correct memos
Compose clear and, correct telegrams, cablegrams
Compose clear and correct simple letters
Turn out finished typed copy with no spelling or typographical

errors, few punctuation or grammatical errors
Take mites while talking on the telephone

1:)



(IL Intermediate LeVel Tasks, cont'd)
11.

iations -- and checking for accuracy

Transcribing

Typing messages, memos, letters from one's own notes (long-
hand, speedwriting, shorthand)

Typing memos, letters, reports from stenographic machine
tape,

Typing material from recorded media, belt, disc, dictaphone
Typing material from edited draft, following standard proof-

reading marks used to indicate corrections

System Know-How

Fitting into departmental chain of command and relationships
Understanding company-wide structure of departmental

operations and overall administration of company business
Familiarity with department and company resources for
helping an employee produce increasingly skilled work
(from reference tools such as the dictionary, dirctories
and a company library to in-house training programs.for
enhancing typing or shorthand skills)

Understanding company-wide personnel policies/and practices
responsibilities of employers and employees

Relating to supervisor, 'personnel officials, co-workers,
public

ft
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(IL Intermediate Level - Skills and Knowledge, cont'd)

Take notes from dictation, increasing in speed and
accuracy

Take notes at a meetingTor use in composing minutes,
recording what was discnssed.and decided

Correct one's own errors in copying
Correct one's own errors in transcribing from the spoken

into the written word (spelling and vocabulary, 'punctuation
and paragraphing)

Edit a perfect typed product from rough draft or informal
dictation. (Dictation or original often uses an obviously
wr9ng word, punctuation or grammatical construction,
It's a good secretary's job to get the dictated meaning
across in the best written English. )

Use standard proofreading marks: 1) to correct rough'
drafts, when overseeing the work of other typists;
2) to interpret copy marked for corrections by a pro-
fessional typist.

Speaking - Ability to:
Recognize and correct problems in pronunciation
Identify and correct common grammatical problems in

speaking (for example, ,verb tenses and subject-verb
agreement)

Speak distinctly (speed, volume, etc. )
Listen well
Plan,the appropriate response
Rephrase to make sure two-way communication exists
Listen and speak effectively in common office situations
Speak in unusual situation (staff meeting, session on

telePhorie) with self-confidence and without stage fright
I
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SECTION I

THE TASK APPROACH

A. INTRODUCTION .

B. TASK INVENTORY AND TASK ANALYSIS r

C. ASSESSMENT

;

22
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I. THE TASK APPROACH

A. INTRODUCTION

Before starting out to deal with the substantive areas of the
course, it is important to establish the basic premises on
which the course rests.

1. Prcgram Goal - to help people acquire the skills and
knowledge needed to move ahead in their jobs.

2. Basic assumptions - the participants are adults who are
capable and intelligent. They are interested in ad3i_ancing
their careers and are prepared to help themselves and each

-;other.

3. The instructor and others responsible for the program
are committed. to making sure that the course directly
meets the needs of the student. There is no firm curricu-
lum, but rather a realization that emphasis must be
placed where particular students most need-it.

An important segment of the first session of the course should
be devoted to the introduction of staff and student. Each
person should introduce herself, tell soniething about her job,
her interests, her goals. This is not a perfuns,tdry gesture but
a way of setting an atmosphere of mutual understanding and
concern. It should be informal, unhurried and designed to pro-
vide for interaction among the participants, particularly in
relation to their jobs - where they work and what they do.

Students should be asked to keep notebooks not for the purpose
of studying for exams, but as a way of relating the course
content to their own needs. The notebook should record new
insights and ideas as well as specific factual information. The
instructor should try to develop assignments throughout the
course that 'will require students to draw of material in their
notebooks.

23
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0 I
B. TASK INVENTORY AND TASK ANALYSIS

GOAL

To introduce and develop the relationship betweeft the content
of the course as it will be presented and organized, and the
jobs that people do now as well as the jobs to which they aspire.

4
What these sessions should help the student to know:

LEARNING OBJECTIVES'
11

To recognize the number and variety of tasks she performs
during the course of a day.

To develop an awareness of the knowledge and skill she
has, as well as where the gaps are.

To begin to see the relationship between cognitive learning
and job performance, between knowing and doing.

To extend her interest and curiosity beyond her current job,
in terms of job content as well as the knowledge and skill
needed to perf9rm higher level jobs.

PERFORMANCE OBJECTIVES

What these sessions should help the student to do:

To learn to draw on her reservoir of knowledge and skill
in order to perform her current job with greater under-
standing. r--"

1

To find out more about higher level jobs and what she has
to know and be able to do in order to be promoted.

24
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Tobegin to make plansfor acqUirinf additional education 4.1

and skill training.

LEARNING ACTIVITIES

There should be a general prlesentation that will show students
what task analysis is and what its values are. The best way
to do this is to-illustrate the:process on a blackboard.

Step 1. Elicit from the members of the group a full list of
the tasks they perform on their jobs. Make certain that they
are specific tasks, not geneial responsibilities. The "Task
Inventory" sheets in the Student Materials part of this chapter
list typical ta$s performed by entry level clerical workers.
Thy_can, be dis tributed at the conclusion of the group inventory
for individual classroom work or handed out-as a homework
assignment. They also provide a check list for reference
throughout the course.

Step 2. Again working with the blackboard, illustrate and
discuss what people must know and be able to do in order to
carry out their jobs. The sample "Task Ana,lysis" sheets
attached under Student Materials present typical entry level
clerical job tasks. After working with the total group on two
or three of these tasks,. distribute blank sheets for people to
fill out in.relation to their own jobs. This can be done either
in class or at home.

Step 3. Using the attached descriptions of the jobs of typist,
stenographer and secretary, elicit discussion of the kinds of
information people will need to have, and the kinds of skills
they will need to develop in order to move up to better jobs.

Step4. Feed back to the students summary of the work they
have done in order to emphasize the meaning and importance
of inventorying and analyzing the tasks they perform on their
jobs.

v.

t)
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It is this material, received from the students themselves,
that the instructor will want to use to Make sure that the
program is tailored to meet the speckrre-eds of the stude is
in the group. It will be the basis of assessment of capabil. ies
and the jumping-off point for further instruction.

The task analysis process should serve as an observable frame-
work for the prograrn, with students constantly refyrred back
it in order to maintain a continuing tie-in between What they do
on the job and what they learn in the program.

Si

0--

Reference: An Introduction to Functional Job Analysis,
by Wretha W. Wiley and Sidney A. Fine,
September 1971.. Upjohn Institute for Empby-
ment Research, Washington, D; C. 4

2C)
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TASK.INI:tENTORY

S.

APO

Directions: Please check (x) those tasks for which you are
responsible on your job.

CLERICAL RESPONSIBILITIES

1. Inspectp or reads incoming mail for appropriate inter-
office routing or distribution.

2. Inventories supplies to determine additional quantities
to be requisitioned arid purchased.

3. Compiles hand-writton mailing lists, including names
and addresses.

4. Inventories incoming supplies.to note missing or
damaged items.

5. Inspects duplicated or collated Material to note miss-
ing pages or other.errors and omissions.

6. 'Duplicate s material.

Xerox

Mimeograph

Other:

27 ,
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7. Collates duplicated material.

8. Completes travel voucher form for inter-office routing.

9. Completes expense form for inter-office routing.

10. Completes inter-office form letter (requisition)
informationnformation (or supplies).

11. Completes (types) and mails order forms for news-
paper, magazine or other subscriptions.

. 12. Reviews departmental time sheets for accuracy and
completeness.

13. Distributes supplies.

14. Places notices on bulletin boards-.

o."

15. Fills in and routes notice of overdue or missing file
material.

16. Copies (types) list of needed supplies onto requisition
form.

17. Types addresses or) envelopes.

18. Deposits monies at bank.

19. Inspects and lists contents of office safe.

20. Inspects and lists contents of bank safety deposit box.

21. Compares receipts against list of items to note errors
or omissions.

-

22. Compares final handwritten (or typed) copy with another
handwritten(or typed) rough draft to lochte errors and
to make (write) correction for final draft.

- 28
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23, Reviews completed forms or other, documents for
accuracy of information.

24. Locates, pulls and attaches relevant correspondence
to letters or other documents.

Responsibilities Related to Meeting and Working with People

Di

2. Orients new employee.

3. Interprets advantages and benefits of company's
services to present or potential customers.

Responsibilities Related to use of Telephone

1,. Takes, screens and routes incoming calls.

2. Answers and'routes inter- office calls to the
department.

Researching and Securing Information

1. Researches and notes time of departure/arrival of
trains, planes, and buses, using timetables or
telephone.

2. Researches and notes, hotel address and costs, using
hotel reference books or telephone..

3. Inspects newspapers; magazines;"trade ournals for items
related to work.

4. Searches for alid collects papers or records on specified
subjects in order to assemble sources and bodies of
information.

5. Reads reference books; newspaper, magazines, .select-
ing and writing specific information to prepare or assist
in preparation of reports.

29
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Files items alphabetically by name/per_s'on.

2, Files items alphabetically by city/state.

3. Files iten'Is numerically.

4. File s items ch_r_Qn_o_1(1giclay.

5. Files items by geographic region.

6. Files items by topic or subject.

7. Searches files to locate missing or misfiled items.

8. Pulls items, from file, using office system for main-
taining control of items pulled.

9. Transfers items from."active" to "inactive" file...-
10. Sorts material alphabetically.

11. Sorts material chronologically.

12. Sorts material numerically.

13. Sorts material by topic or subject.

14. Sorts material by geographic region.

15. Sorts material by type of payment, place of payrre nt,
ledger, department, type of transaction.

16. Files material by type of payment, place of yment,
ledger, departrre.nt, type of transaction.

30
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MAILING

1. Re-routes misdirected mail.

2. Locates missing mail at post office.

3. Stamps incoming mail or other material, using
date/time stamp.

4. Stamps letters or packages with proper postage, using
postage meter.

1

5. Inserts, stuffs letters,into envelopes.

6. Seals envelopes manually.

7. Wraps up and ties package for mailing.

8. Records post4ge meter reading on required form.-

9. Reords on form incoming/outgoing mail.

10. Obtains registered or certified mail from post office
or company.'

11. Posts certified, registered and/or insured packages
or mail at post office.

TYPING RESPONSIBILITIES

1. Types inter-office forms from handwritten master,

2. Typesmailing lists.

3. Types spirit master; ditto master; stencil; offset master;
mat; and/or multilith.

4. ,Types reports and manuscripts.

it
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5. Types statistical reports; financial statement's; budgets;
balance sheets; profit and loss statements; bank
reconciliations.

6. Types copy where all lines must end evenly on the right
margin.

7. Types memorandums.

8. Types wires; cables; telegrams from handwritten draft.

9. Types addresses on envelopes; cards; address labels.
L

10. Types` file cards and index cards.

11. Types folder labels.,

12. Acts stylelof type (for Selectric Typewriter) for
various typing-assignments.

..,

13, Transcribes and types from stenographic'machine tape.'

14. Types Material from recorded media; belt; disc;
dictaphone.

COMPOSING, EDITING AND PROOFREADING

1. Composes phone messages.

Z. Composes original inter- office memos.

3. Composes original telegram,or cablegram.

4. Compose's letter.

5. Summarizes report, article or letter, identifying and
condensing important facts.

6. Takes meeting minutes.

7. Edits or rewrites various material and corrects grammar.

8. Edits various material, noting errors with standard proof-
reader's Marks..

'9. Proofreads typewritten materials and corrects typo-
graphical errors.

32
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Assignment to Students:

What do you do in addition to these?
List addition-al tasks here.

ti
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Job descripflt5b. from New York
State Department of Labor.

TYPISTS

Prepares typewritten letters, forms, reports, copying
rough draft from longhand or typewritten copy or supplying
own information, using manual or electric. typewriter.
Addresses envelopes, copies data from one record to another,
and does miscellaneous typing. Cuts stencils for use in
duplicating or addressing mae-hilies. Checks or proofreads
typed material. Transcribes material from transcribing
machine. Types statistical reports from rough drafts 'or
corrected copies of reports, using long-carriage typewriter.
Posts figures by hand or typewriter and ccmputes and checks
figures. Files, prepares bills and handles and sorts mail.
Receives visitors, furnishes information and answers
telephone.

SKILLS/ OPERATIONS

Type at 30-40 wpm, using
manual or electric typewriter

Arrange material in letters,
reports and forms.

Arrange material in
accordance with size of
paper used on long-carriage
typewriter.

Type stencils for duplicating
Machines:

Proofread and check accuracy
of data on materials cqpied.

Clean machine and change
ribbons.

37'

RELATED KNOWLEDGE

Operation of manual and
electric typewriters.

Keyboard and touch system.

Elements of typewriter
construction.

Machine care and cleaning.

Varieties of typing paper,
copy sheets, forms,
envelopes and carbon paper.

Error correction methods.

Ribbons and correction
materials.



SKILLS /OPERATIONS

Correct er'rors on Copy and
stencils

Use dictionary.

Syllabicate words.

Spell and use correct grammar.

Operate duplicating machine.

RELATED KNOWLEDGE

'Capitalization: plurals,

Le_yout and spacing.
4.4

Word syllabication.

-Transcribing machines.

Duplicating machines and
stencils.

Operate transcribing machines. Basics of grammar.

File and collate. Addition, subtraction,
division, multiplication,

Post, compute and cheek deCimals, and fractions.
figures.

Filing systems and collating
Receive visitors methods..

Make calls and answer telephone. Office organization and
practice s.

Handle and sort mail.
Groom

38.
38

Telephone answering
techniques.



Job description from New York
State Department of Labor.

STENOGRAPHER

Job Summary

Takes dictation and transcribes notes using electric or manual
typewriter. Performs general office work for one or more
executives, or for the owner of a firm. May compose routine
correspondence. .Maintains files and other offi
Answers and makes telephone calls, receives visitorc to office,
and handles mail. Performs related office duties under
superviSion. 41:

NOTE: Entry to this occupation frequently is through .
assignment to a stenographic pool, especial in
lafge firms. In such cases, the work Ys rou
and is performed under close supervision.
Completed work is usually submitted to an inter-
mediate supervisor for approval.

SKILLS/ OPERATIONS

Type at rate of 45-60 wpm and
take shorthand at rate of 80-100
wpm.

Operate both electric and
manual typwriters. .-

Transcribe material from
Dictaphone, Ediplione or other
recording machine.

Type statistical reports from
rough drafts or corre ed
copies of reports.

Perform simple posting and bill-
ing by hand or typewriter

RELATED KNOWLEDGE

Knowledge of proper arrange-
ment of letters, reports,
forms, etc.

Spelling, gramMar and, '
knowledge' of business
English.

Arithmetic ability: Addition,
subtraction, 'multiplication,
division, decimals and
fractions.

Legible handwriting.

Orientation to modern office
practice.

_)
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SKILLS/OPERAT NS
7

RELATED KNOWLEDGE

Perform:routine computations Gropming and personal
an or check figures , hygiene.

Sor and _file correspondence/ Filing.

Relieve on monitor board or Telephone techniques.
switchboard.

ti1r1"'

I

I
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JOb descrip n from New York
State Depa ment of Labor.

Job Description:
*4'

SECRETARY

1,

Performs general office tasks and minor executive ties to
assist executives and other company officials. Ta.lEes dictation
from.executives in shorthand or with a stenotype Machine and
transcribes from shorthand or dictation recorded on a transcrib-
ing machine, using a typewriter; receives and opens mail and

ofriswer,s routine correspondence on own initiativ'eTanswers the
telephone and acts as receptionist, interviewing and directing
callenv, giving information and scheduling appointments for
ex&exifiS;es; handles miscellaneous( routine or periodic reports,
keeps file for executives' correspondence; buys or requisitions

ti office^supplies.

Related work:
4
Keep record of receipts and expenditures, collect fees,
make out bankUeposit slips.and Write checks, take orders
from customers and type statements. Hire less skilled
Clerical workers, keep payroll records, give dictation to
a stenographer, operate ,office machinery such asduplicat-
ing machine or adding machine, etc..

Li

41, 01.
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C. ASSESSMENT

r
GOAL

To help students appreciate the values of self-assessment,
and to introduce a variety of evaluative tools and testing
techniques -w4iich can usefully be employed to measure
individual skill levels and progress.

LEARNING OBJECTIVES

What these sessions should help people to know:

Througlepractice in test taking, to acquire information
asked for on the tests.

To know, generally, what to expect on particular kinds.
of tests.

Td use time effectively.

To read and understand instructions.

To concentrate and think quickly.

To apply informationnained in one area in response to
questions-in another;

To strengthen self-assurance about what one knows - and
recognition of what one doesn't know.

To understand why it is important to take control over.
one's own education.

42
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PERFORMANCE OBJECTIVES

What these sessions should help students to do:

To perform well on tests - to be able to "produce" what
one knows in the terms asked for by the test.

To gain an awareness of the need for self- assessment and
be able to evaluate one's own performance.

To use tests and other assessment tools (role plays,
participation in groupdiscussion, oral presentations, _field
.assignments) for one's own advantage.

To help one recognize problem areas;

To prov4de the basis for setting educational goals in terns
of indiv,idual needs and interests.

LEARNING ACTIVITIES .

Presentation - Introduction to Test Taking (attached)

Value of Using Tests in This Program

AS tools for measuring one's achievement and one's needs.

As practice_for test,ta,king where such tests are used as a
aa id for-selection-and-far-exclusior4-

Jobs: hiring and promoticn

Education: admission and advancement. ,

44



Tests suggest6d for assessment - by instructor and by student -
to be given at intervals but early in the program:

Barnes self-assessment - attached

Lander self-assessment - attached

California Achiev'ement Test Battery (CATB): reading
section

Oral presentation, "What language arts skills I want to
....

improve and why"

Job and educational tests - used the program to
' 4increase skills in test faking

..c 'Review books such as the ARCO and Barrons series of
clerical tests, (particularly for sections on alphabetizing
and comparing High School Equivalency -and selected segments
of SAT)

Kuder Preference Record, Vocational Form cp
(fee Bibliography)

. .. .

NOTE: Where possible, students should check their own
" or each other's work, and retesting should follow

quickly so that they can see impro'vement. From
time to time, it is useful to give a "real" test:so
people can develop immunity to the test jitters
most of them have.

4
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Suggested Content-of Presentation- on Testin&

Why it is impOrtant to learn how to take tests:

Tests are used for determiniiig who is to be hired or promoted
by big companies

Tests are used, in many cases, for college admix o s

Tsots are used by instructors at all levels to determine
ade s

There are good tests and poor tests:

A poor test is one that is designed to eliminate people for reasons
that have nothing to do with whether or not they can perform
the job. 0 --ct.s.

-Example: A major canning company in the South reattured
that everyone who worked for it, including chicken
pluckers, either have an elementary school diploma
or pass a test. In that community most whites who
applied had a formal eighth grade education, while
Blacks did not. Nbt surprisingly most Blacks who
took the test failed to pass it, thus eliminating
them from employnittnt. After a court fight, the
company was ordered to eliminate the test since
they could not show that an elementary school
education was necessary for the performance of
the job. The Equal Employment Opportunities
Commission has required companies to validate
their employee tests and this has resulted in the
elimination or the substantial alteration of many
emplciyment tests. Both tests and educational
requirements for jobs are constantly being
challenged.

ir
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A good, or valid, test is one that really measures a person's
ability to perform a job. ,For example, if a person is required
by tier job to type handwritten material, then it is valid to require
that person to pass a test that includes typing from handwritten
material. It is the purpose of this course to prepare people to
perform the functions that will actually be required of them as
they move up the clerical Ladder.

Testing as assessment - to determine what one knows and doesn't
-know, where it is important to put one's learning effort.

By learning to use tests as a way of measuring her own achieve-
ment, a student can begin to take control over her own educational
goals and select programs to achieve them.

In this- program, tests will be used throughout, to help students
assess their own sttengthg and weaknesses, to help the leader-
ship plan educational emphases and to provide experience in
following instructions and planning time. liactice with tests
will take the suxprise and much of the "trickery" out of test
taking. If wild also sharpen thinking and increase vocabulary,
improve spelling and grammar, and emphasize, importance of
accuracy.
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BARNES TEST

NAME DATE

1. Please write the words in this list in alphabetical order

p ractice

test

authoritative

previous

all

text

que stions

yet

examinations

understandable )Ni

2, Are the sentences below grammatically correct? If not;
please make the needeclicorrections.

The books was scattered allover the table.

His clothes never fit him very good.

The girls they came home ,late.

No one knew who the winner was.

Your letter wad laying at the bottom of the pile.

Please wait for Andy and I.

,49



3. Please read the following paragraph, and then write in your
own words one or two sentences saying what you found most
important or interesting.

Paper clips may not be a girl's best friend, but they
are certainly indispensable to the efficient operation
of a busihess. Small though they are, they occupy a
place of importance in the office which is demonstrated
by the fact that they are used up at the rate of 'six billion
a year. Strangely' enough, however, it,has be.en
estimated that only twenty per cent of the clips consumed
in an office are actually used to hold papers together.
The remainder perform such diverse services as replacer
ments for buttons, key chains, or are employed for
other unusual tasks.

Were you unsure of the meaning of any word in the paragraph?

yes nn

Which words would you look up if you had a dictionary handy?
Please read the paragraph again and underline them.

4. Here are a few math problems. Please do them as quickly -
but accurately - as you can.

196 7/ 301 8 1/3 5 3/4
-69 -2'1/6 j- 3 1/2

SUbtract 17.95 from 30.05

If iyou buy a coat for $54.00 and the tax is 7%, how much will .

yo pay altogether ? . A.

,5 .
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5. Please read the following news story, and then answer
the questions below it. 4

DAY CARE: Less Taxes?

Parents using child care services may be able to deduct
the expense from their State and City income tax; if a
resolution approv-ed by the City Council becomes law.

By a vote of 35 to one on Wednesday, ranuary 6th, the
Council approved a resolution, submitted' by Councilwoman
Carol.Greitzer, to "approve income tax deductions for all
people who cannot work at a gainful job without having to make
private arrangements for child care."

The resolution noted that only the Federal Government allows
a deduction -- a small one -- for single parents earning no
more than $6, 000 a year.

tr
Answer the following questions based on the story above:

a. Can you give a synonym for the word deduct?

b. Are there any women members of the New York City
Council? Yes No Don't know

c At the-pre-sent time is it ever permitted, under certain
circumstances, to deduct the cost of child care from:

Yes No
Federal Income Tax

State Income Tax

City Income Tax

4J1
51



6, In the following example, the first two words are related to
each other in the same. way as the last two words:

FINGER is to HAND as TOE is to FOOT

In the question below, select the word that properly completes
the relationship.

-FOOD is to MAN as GASOLINE is to

gas oil

automobile spark
/

If ychi finish befote time is called, make up a word relationship
statement ofvyptir own and write it belOw:

to as is to

f.

50
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Lander Self- Assessment Test

rs

Name (Optional):

LANGUAGE ARTS SKILLS

PERSONAL ASSESSMENT

Date

Direction: According to the categories beloW, please tell
us "where you are', for each of the language
arts skills listed.

Language Arts Skill
Personal Assessment

(check one)
Needs

Good Adequate Work

Ability to spell correctly

Ability to use the dictionary

Ability to alphabetize

Ability to write legibly

Ability to use nouns and
pronouns correctly

Ability,to use verbs correctly

Ability to make a verb agree with
its subject

Ability to make a verb agree
with its subject

Ability to use' adjectives
correctly



Personal Assessment
Language Arts Skill (check one)

Needs
Good Adequate Work

Ability to use adverbs
correctly

Ability to construct
sentences

Ability to construct
paragraphs

a"A

Ability to use capital letter;
'properly

V

Ability to use punetuation
marks properly (periods,
question marks, commas, etc.

Ability to use words properly
(vocabulary)

Ability to speak clearly and
ditinctly

Ability to take notes during a
conver sation

Atiri-t-ii to write reports or
minutes

Ability to compost? a
memorandum ,

a_
Ability to give directions

Ability to listeri

52
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Language Arts Skill '

-

Personal Assessment
(check one)

. .

Needs
Good- Adequate- Work

' 7

Ability to do library
re search .

-

.

.
N

.
...

,

Ability to check yclur own
written work for accuracy ,

..

/ .

Ability tozread adequately

/,
.

.

1

H
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SECTION II

AREAS'OF KNOWLEDGE
a

A. .INTRODUCTION,

B. PROBLEM SOLVING SKILLS

C. 'SPEAKING AND LISTENING

D, WRITING

E. READING AND VOCABULARY

-

I.
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AREAS OF KNOWLEDGE

A. INTRODUCTION

Section II spells out the program's integrated approach to the four
essential areas of adult learning on which this program concen-
trates: problem solving, speaking, writing, and reading/vocab-
ulary, It should be used hand in hand with Section IV, a compen-
dium of task-related learning materials and suggbsted classroom
and homework activities.

Problem solving offers the instructor a way to introduce students
to a disciplined appro to basic thinking skills, work and study
habits. This is basic not only to progress in language arts skills --
but also to the development of the student's ability to relate suc-
cessfully to people and to institutions, both at work and at school
(the subject matter of Section III).

For purp,ses of course organization, the language arts material
has been divided into separate units. One of-the main ideas under-
lying this program, however, is to erase these dividing lines and
"surround" the students with good, standard language usage.
Clearly, in the real world, listening, speaking, reading and
writing are inextricably inrelated. In Section IV, where the
learning activities are directly related to the tasks people per-
form, no academic distinctions are made. It is the purpose of
this Section, Section II, to single out some of the generalized
knowledge areas and to suggest the learning and perfoimance ob-
jectives to be sought in each. The way ire which this is to be done
will have to be determined by the coordinator and the instructors,
based upon, the achievement level of the individual students and on
their interests. The important point to be made is that the
generalized learning and performance objectives' should not be
lost as the group moves through the activities designed to help them
improve the specific task performance. (This is particularly note-
worthy since the ongoing educationaVadvancerripnt of the students
is an impbrtant prograth goal: many do subsequerftly enroll in
in continuing education programs.)

rrt)i)
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One more point worth emphasizing: -there is no profit in teaching
people what they already know. It wastes everybody's time and
discour&ges students. There is a strong tendency on the part
of some instructors continually to move backward in teaching
grammar if their students cannot produce the rules of usage.
Particularly for adults, it is much, more important to know where
to find a particular rule when usage is in doubt, than it is to re-
member it instantly. The important thing is to move ahea4 con-
centrating on those problems that are most in need of work and
concentrating on performance rather than on explanations of "w : "

Following is a list of those problem areas of speaking, writing
and reading that are most likely to be in need of concentrated
work. The exercises that have been designed for this _program
place special emphasis on these:

Pronunciation
Tenses
Subject/verb agreement

.Pronoun agreement, reference, case
Capitalization
Punctuation
Incomplete sentences
Vocabulary

60
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B. PROBLEM SOLVING,SKILLS

GOAL

Through the development of work and study habits, to help,people ,
build problem-solving skills: understanding, organizing, scheNilul-
ing, making decisions and carrying them out:

on the job
in school
in one's career

Students must be helped to reicognize ascpearly as possible that,
beyond a certain point, one of the most important capabilities
that employers look for is the problem solving ability, Technical
skills - typing, shorthand, business machine operations - can take
an employee only, to a middle clerical level. And, since problem
solving skills cannot be developed overnight, their continuous
and cumulative development becomes a,major goal of this total
program. Beginning at entry level, the person most likely to be
promoted is the one who, ,in the performance of hex: own job, has
shown the understanding, 'interest and initiative that would enable
her to hold a higher level job.

In the sense that this program is developed around the direct re-
lationship between cogniti.tre skills and job performance, it is deal-
ing constantly with problem solving. -This must, however, be
spelled out at every step, particularly in terms of comprehending
what one reads and understanding what one hears.

A,constant point to be stressed is that a person should not do unless
she,understands what she is doing.. People cannot make responsible
decisions and act independently unless.they understand whatneeds
to be done and why they are doing it.

In dealing with adult students, it is important to recoqize that
they effectively use problem solving skills in other aspects of
their lives. An important goal of this sesaiori is to help them
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transfey these same .skills to their jobs and to their educational
- development.

In this chapter a few basic objectives and activities are presented
as guideposts for using the task-oriented materials in Section IV
as focal points for recognizing and developing problem solving
skills.

It is also suggested that, in the beginning and at intervals through-
out the course, specific problem solving activities should be pre-
sented as such. A few suggeskd activities are offered here.

LEARNING OBJECTIVES

General

Ability to comprehend increasingly complex problems

Ability to analyze problems

Increased comprehen,sion of one's own work in relation to
work being done by others,leading to increased interest
in higher level jobs

Some general knowledge of principles of planning and
decision making

Specific

To absorb and evaluate both written and oral instructions

To concentrate one's attention in listening and reading

To determine What one needs' to know in order to carry
out a task

To be' able to distinguishlyetween the important and the _

trivial in what one hears and reads
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To determine the questions to be asked in order to find
out what one wants to know. To find out what, why, how,
when, where

To expand the problem solving skills people already have
so they can be applied to jbb related problems

To become familiar with basic.information tools and know
how to use them to find out what one wants to know

To be sure one understands the task before undertaking it

To be critical of one's own work, to seek complete
accuracy-,--to-identify, -patient rechecking with profesdionalism

To be willing to make decisions within one's area of respon-
sibility and authority and accept responsilttlity for these
decisions

To deal with and follow through on problems outside of one's
area of responsibility and authority

To make decisions about how to allocate working time - and
stick to these decisions

PERFORMANCE OBJECTIVES

General

Ability to:

Follow instructions

Ask the right questions

Know where to find information and how

.Understand the job to be done

Think ahead

'1

. r
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Judge the relafive importance of tasks

Plan and schedule work

Take intelligent initiative

Give instructions to others

Use time productively

Specific

Ability to:

Develop reading and listening habits that enable one to
understand and evaluate what one reads and hears

Know where to find needed information

Follow directions

Develop habits -of checking and rechecking for curacy
4

Take notes eff,.ciently - noting what is important,
eliminating what is not 1

Ask questions pointedly, concisely and with assurance

Accept responsibility for the quality of one's work

Recognize errors ,and have the confidence to correct them

Understand -one's area of authority and 'responsibility

Know the limits of one's authority and how to deal with
probiems.outiideithoSe .

o

. Be aware of how.pne Spends one's working day
- - 6

Be aile to evaluate the importance of a task and to spend as
Much - but not more 7 time on it as it deserves

S
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LEARNING ACTIVITIES

I. Decision Making

Refer back to the task analysis sheets that were prepared by' the
students early i,n the _course. Review some of the tasks listed
and single out those in which some decision making is involved.
List the kinds of decisions that need to be made in filing, recep-
tion, copying, telephone answering. Indicate which are the
simplest to make, which are more complex; what are some of
the factors involved in decision making. Begin to draw out some
principles as well as specifics.

Apply the same kind of process to decisions that a person makes
in her daily life. These may include marketing, spending leisure
,time, attending school, budgeting, etc. Indicate how the same
process and the same principles apply no matter what area is in-
volved.

Analyze some of the-questions that must be answered as people
Make decisions:

What is to be done?

What are the time factors? The priorities?

How much will it cost? Can I (we) afford it?

What procedures or, methods will be used?

Does it only affect me, or are others involved?

Who will do what? Do they understand this? Do they agree?

Ho* does this fit with my objectives? With the objectives
of others?

What will the consequences be.?

61
;

6.4r



5

egg

What is likely to be the next step?

2. Following Written Instructions

For an amusing but telling introduction to the importance of
following instructions use the three-minute "Can you follow in-
structions" test (see following "Student Materials).

To illustrate the elements involved in following written instruc-
tions, use a civil service clerk test, a college entrance test, a
high school equivaTeiThy test or a vocational aptitude test as
practical illustration. Check out such factors as: timing, under-
standing what is asked for, checking, sticking to one's answers,
etc.

Use other sample forms: employment applications, school or
college admission application, tax returns, health claim forms,
etc. (Two sample application forms included for illustration
in following "Student Materials".

3. Following Oral Instructions

Consider the different skills involved in following oral, as opposed
to written, instructions. Need for concentrated .listening, intern-/
gent questioning; requests to repeat unclear instructions, note
taking, etc.

Discuss the reasons oral instructions are particularly hard to
follow. Analyze classroom and workshop assignments in terms
of following oral instructions. Do this throughout the semester,
Particularly when instructions are misinterpreted, ignored, or

`require several repetitions. -.

Illustrative Exercise:

Instructions for student compositions: format to follow:2 1/2
inch margin on left. Write on one side of each sheet. On
first sheet, write full-name in top-right hand corner.' In
top left-hand corner, write date assignment is due. If,you
use more than one sheet, put your name - p. 2 in top right-
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hand corner, and clip sheets together; Fold assignment
lengthwise.,

4. Understanding the Job to be Done

Brief presentation on the need to understand how one's particu-
lar job relates to an end product. Responsibilities of personnel,
supervisors to inform. When it is important to have the, con- 4`

nections spelled out, and why. How: asking the right questions
at the right time of the right people.

Discuss the process of asking questions, as it involves one's
attitudes toward oneself and others.

Assignment: explain to class the "why" behind a task
you do regularly on your job, and how knowing the
point of the operation helps you perform efficiently.

5! Using Information. Tools

Presentation and group discussion on reference tools, beginning
with home situations (how to find dentist, lawyer in a hurry; the-
beit place to shop for a rug at discount; locate a good beautician
convenient to your office or home). Description of available aids
in'work situation, ranging from zip-code directqry to other at-
hand office tools, company-wide sources of information, telephone,
newspaper, library sources. (See Section IV "Research")

6. Planning, Scheduling, Sitting Priorities

Brief presentation 1) to introduce,people to the concept of work
organization, budgeting of time, establishing and following pro-
celdures, and 2) to enhance their ability to use a few tooleand
techniques designed to improve work organization.

Develop the concept of organization and show, how it applies in
various aspects of a person's life. Most people in the group have
undoubtedly organized their lives very well, manage home and
family responsibilities, hold a job, and have some relaxation -
hobbies, fun.

63
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Iri personal life, you make decisions about what's most important -
what's less important - what to spend time - and money on. ,

What about your job? Do you suspend your powers of judgment
and decision making when you get to the office, make yourself
into an automaton, stop thinking? If so, why? Afraid? Insecure?
Don't feel you know enough to trust your own judgment 'without
fear of making mistakes?

Promotion generally depends on show of initiative,-display of
interest, Letts consider ways in which you can begin to develop
these qualities.

Ask people to offer suggestions and list them on the board -
e. g., learning about your company and what it does. What
is the, responsibility of your particular department? What
do the other people in your department do? What is yoArr:
line of promotion?

Make a list of what you doin the course of a day and the
amount of time you spend at the various activities. How
does this look to you? Should you be dividing your time
differently? Are there some things you are doing that
you don't need to do? Others that should be added? Test
out a variety of plans for arranging your time differently.

NOTE: While the students are not likely.to have the
experience of being a secretary, the exercises
are presented as an introduction to higher
level job tasks.

Here is a situation for you to deal with:

You are a secretary. You come to work at 9:00 a.m.
There is unopened mail on your desk, dictation in your
book. On your calendar, there is a note saying that
your boss is due at a meeting at 10:00 a. m. and 11,pfs'
luncheon date at 1 :00 p. m, He has told you he 1.)0V1.1 be
in at 9:30,
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Question - How would you organize your,morning?

NOTE: A useful suggestion for students is to urge
them to keep their own calendars of appoint-
ments and reminders. It will develop habits
of planning ahead and schetiuling activities.

r

Here is the situation that faces you as you walk into your
office on April 4

Bills to be paid

There are:

°Cr, et 02==,

,.

0.0Chetledepo-gilea- .00

An itinerary to be afrifigesir Tor a trip for your doss _

from Ap-Yr1 1i.-17

.

0C= 6 6. ' e .0 0 -
. z,

Yesterday's dictation to be transcribed from_y.aur.book.-
- -

A health.insaranoe.foriti-to,be.filed.far...reimbu-rsement = -

Supplies to be checked for a requisition that has to be
in by April 5

44k

Filing to be done

In what order would you prepare these tasks? About how
much time would you allocate to each?

To illustrate the basic elements of planning in any area, do
parrallel planning for:

A party for your husband, child, friend

Set up a trip for yourself

Write a letter -to a friend detailing your week's activities

A meeting for your .boss

69k
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Plan an: itinerary for your boss

Write a report for your supervisor outlining your
past weekLs work

P
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I*4 CAN YOU FOLLOW INSTRUCTIONS?

INSTRUCTIONAL

14ATERIAL

The following test is designdQ to measure your ability to respond quickly and corn-%
plete a set of directions when under the pressure of time. Students in the top ten
percelbt of the,12 to 15 year age group can complete this test in three minutes.

Can you follow directions? Let's see. Concentrate, but remember you have only
THREE MINUTES.

1. Read everything before doing anything,

2. Put your ,name in the upper right hand Oprner of this paper.

3. Circle'the wool "name" in sentence No. 2.

4. Draw fly% 'small squares in the upper left hand corner of this paper.

5. Put an "X" in each square.

6. Sign your name under the title. jr

7. After the title write. "yes, yes, yeS."

8. Put a circle around each word in sentence No. 7.

9. Put an "X" in the lower left hand corner,of this paper.

10.. Draw a triangle around the "X"Asrou just put down.

11. On the reverse side of this paper Multith'703 x 9805.

12. Draw a rectangle around the word "paper" in senten e No. 4.
...

13. Call out your first name when you get to this point of the test.

14. If you think you have 4ollowed directions up to this point, call out,
"I haves "

15. On the reverseside of this paper add 8950 and 9850.

16. Put acircle around your answer., Put a square around the
circle.

17. Count out loud in your normal speaking voice baOkward from
ten to one.

18. Now that you have finished reading caref'ully, do only sentence
No, 1 and No. 2, 67
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NCNW CENTER FOR CAREER ADVANCEMENT
£315"rge`cond Avenue Suite 901' ,

New York, New Y'ork 10017

.PERSONAL DATA: DATE:"

Name

Address
Street

Company Affiliation -

Address

, Date of Birth.

City State

Job Title.
Supervisor's Name

Telephone Nop

Present Salary: $5, 00046, 000
7, 000-$8, 000,
9, 000-$l0, 000

EDUCATIONAL DATA:

High School

$6, 000-$7, 000
8, 000-$9, 000
Over $10,.000

Year Graduated

MajLr Type of Degree

CollegiqUnivercity ___--Year Graduated

Major Minor

:Degree

EXPERIENCE:

List employers, type bf jobs held, daies.:

Outside Activities, Organizations, etc. Responsibilities:

e,

4'
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4-PRESENT JOB RESPONSIBILITIES:

v.,

.00

JOB INTERESTS (PRESENT AND FUTURE):

/

t

0..

Y

4
4

ii

e

0-,

)
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PATE It

PERSONAL INFORMATION

NAME

' LAST

ADDRESS

FIRST HIOOLIL OATS OF IRTH SOC. SEC. NO.

NO. AHO CITY ZONE TELEPHONE NO.

HEIGHT WEIGHT I COLOR OF COLOR OF
FT. IN. LS. II HAIR EYES

PHYSICAL CONDITION ARE YOU RECEIVING
:LIST ANY DEFECTS) DISABILITY BENEFITS PENSION

WERE YOU EVER ARRESTED' IF YES. DESCRIBE IN FULL

PERSON TO BE NOTIFIED IN CASE OF ACCIDENT OR EMERGENCY

NAME RELATIONSHIP

NO. ANO STREET CITY STATE TELEPHONE NO

NAME OF RELATIVES OR FRIENDS EMPLOYED BY THIS COMPANY

2)

RELATIONSHIP ))
-RELATIONSHIP 2)

4

POSITION
NPPLIED FOR

DA V'
AVAILABLE

SALARY
EXPECTED

*HAT PROMPTED oNGIGATE SPECIFIC MAY WE CONTACT
ARE YOU A CITIZEN Or

THE UNITED STATES
YOUR APPLICATION SOURCE NAMEI PRESENT EMPLOYER ,PLEASE CIRC YES NC

EDUCATION AND TRAINING
.

NAME OF INSTITUTION
. ATTENDED

FIELD OF
CONCENTRATION

DATE
FROM'

DATE
TO

.
DID YOU

GRADUATE "DEGREE

HIGH
SCHOOL

..

.

COLLEGE OR
UNIVERSITY

.

1..

.

- 1
...

TECHNICAL:

. ,

AOOITIONAL
COLLEGE

_

HONOR SOCIETIES AWARDS

U. S. MILITARY STATUS

PRESENT DRAFT
CLASSIFICATION

ARE YOU IN THE
MILITARY RESERVE IIF YES-SPECIFYI

MILITARY
SERVICE

"RAN CM
*HAT WERE YGLIR
DUTIES IN THE SERy10E

OATS FROM OA TE TO RANK ON
OISCHARGE

, TYPE OF OISCHANG

OFFICE SKILLS

00 YOU TAKE DICTATION

LIST ALL OFFICE mA(:NINF.S
YOU OPERATE EFFIStENTLY

YES -AT WHAT SPEE0/ WPM TYPING SPEED 603.1

ARE TNERE ANY OTHER EXPERIENCES, SKILLS WHICH YOU
FEEL QUALIFY YOU FOR EMPLOYMENT W. T34 THIS COMPANY,

*RE YOU WILLiN0 '0 RELC-Ava - PREFERRED AREA
=11 YORK LAW rPOH'OiTS O15CVIV,NATICN CF AQE

70
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LAST FOUR EMPLOYERS WORK EXPERIENCE
{TATE LAST OR PRESENT EMPLOYER FIRST

SA/NE OF FIRM ADDRESS DATE FROM DATE -TO PRESENT SALARY

SOS TITLE IMMEDIATE SUPERVISOR

MIS TITLE

REASON FOR LEAVING STARTING SALARY

DUTIES

NAME OF FIRM . ADDRESS DATE FROM DATE TO FINAL SALARY

KM TITLE

e-'

IMMEOiATE SUPERVISOR

Mit TITLE

REASON FOR LEAVING STARTING SALARY

DUTIES

RN.*
NAME OF 'MN ADDRESS DATE FROM OATE TO !FINAL SALARY

ops TITLE IMMEDIATE SUPERVISOR

HIS TITLE

REASON FOR LEAVING STARTING SALARY

DUTIES

MAME OF FIRM ADDRESS OATt FROM DATE TO I FINAL SALARY

WS TITLE IIMMEDIATE SUPERVISOR

IRIS TITLE
REASON FOR LEAVING :STARTING SALARY

DUTIES

PERSONAL REFERENCES (cloONRoryoLcct_RuocemplVoLyArTRIVseS)

NAME ADDRESS OCCUPATION YEARS
KNORR

.

t Y
....

t

PROFESSIONAL LICENSES AND ORGANIZATIONS

FOREIGN LANGUAGES

SPEAK WRITE REAP

°REIGN. COUNTRIES VISITED

SIGNATURE

PLEASE DO NOT WRITE BELOW THIS LINE

EMPLOYMENT INFORMATION

ATE OF NEOICA
ICAMiNA T'ON IS SIGNATURE

IRIGINALLY
ELECTED SY GATE S if

EPARTMENT

JOS CODE
NOr-t

STARTING
DATE

IVISION
TEMPORARY 1j IIIRMANENT 0 1 RATE

IS
00R

PER PEEK

CTION

EMPLOYMENT
APPROVED SY

ITION TIT1.1 71 75
0.11 re



C. SPEAKING AND LISTENING

GOAL

It will be noted that this section is devoted not *co "speech, " but
tt speaking." The function Of speaking as a",means of comm_ uni-
cation is the essential element to be dealt with.

The focus is on heightening the student's appreciation of oral
communication; on giving her some approaches to familiar .

speaking problems, and on helping to establish as habits the
specific speaking skills which people need to develop in order to
communicate with clarity, sensitivity'and'force.

To a large extent, speaking is dependent on listening. Communi-
cation involves the sending and receiving of meaning; to be suc-
cessful, the sender and receiver have to have the same under-
standing of the messages that pass between them. Speaking and'
listening are thus two sides of the same coin.

The most important element to stress in relation to listening is
that it is not a passive, but an active process. Concentration on
what is being said, why it is being said and what its significance

r'` is fpr the listener are the important elements to be stressed.

LEARNING OBJECTIVES
wok'

Szeaking
,t

To become aware of the most important ways in which
speaking is a part of one's daily business life

To distinguish between business speech and informal
"between friends" speech - to develop an "ear" for,.speech

To be able to hear one's own speech habits
.

To understand the elements of effective communication
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To recognize the importance of practicing good speech

Listening

To understand the relationship between listening and
speaking, and between speaking and writing

To concentrate on the content and meaning of what one
hears

To listen for the main ideas as well as points of special
interest

To reach conclusions about what is being said, its general
significance and its relationship to oneself

PERFORMANCE OBJECTIVES

Speaking

To alter those habits of speech that tend to mark a person
as "undereducated" and solimit her job advancement

To encourage students to work on 1) articulating each
consonant, and syllable; 2) separating words for clarity;
3) speaking slowly, enough so that each part of each word
may be understood -

To develop greater confidence in being able to stand on
one's feet and speak

To improve the student's ability to organiZe her thoughts
and express herself clearly

t---

To help people concentrate on communicating to an audience
extemporaneously, projecting the image of an able person
in a good emotion&,, state, with good attitudes toward her-
self and the audience she is addressing

To develop workable plans for continuing to study and
practice good speech
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To recognize the importance of practicing good speech

Listening

To uttderstand the relationship between listening and
, speaking, and between speaking and writing

To -concentrate'on the content and meaning of what one
hears

To listen for the main ideas as well as points of special
interest

To reach conclusions about what is being said, its general
significance and its relationship to oneself

4 PERFORMANCE OBJEcerrvEs

Speaking

To alter those habit's of speech that tend to mark a person
as "undereducated" and so limit her job advancement

To encourage students to work on 1) articulating each
consonant, and syllable; 2) separating words for clarity;
3) speaking, slowly enough so that each part of each word
may be understood

To develop greater confidence in being able to stand on
one's feet and speak

To improve the student's ability to organize her thoughts
and express, herself clearly

To help people concentrate on communicating to an audience
extemporaneously, projecting the image of an able person.
in a good emotional state good attitudes toward herself
and the audience she.is ad essing

To develop workable plans5r) continuing to study and
practice good speech
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Listening

To develop listening attitudes that show interest and concern

To phrase questions for speakers that will help to clarify
what is said or supply additional information

To develop techniques of note taking

To learn to transmit to others what one has heard

LEARNING ACTIVITIES

Brief presentation and discussion of the whys and whens of
standard English along with the values and richness of Black
English and other ethnic strains. Refer to:

"Discussion Starter," excerpt from Roy. Wilkins
column on Black English, to be found at end of this
unit

Sample two-session presentation on the basics of
good speech, also included at end of unit

"The Dialect of the Black American, " a record
(#M6-202784). Western Electric Company, Inc.
A Community Relations Presentation. 1970.

Propose, discuss and try to stick to a basic rule. To make
an effort to speak correct, standard Englishan all of the "formal"
activities of this course. This means all classroom discussion
no matter what the subject. It means not only checking one's ..

sat, but listening to each other. It means each person accepting
correction not as criticism, but as help. This can be done only
if the coordinator, the volunteers and others involved in leader-
ship and interaction follow through and if the students themselves
accept the rule.

Spend two or three sessions thethe basic elements of good speech.
The rest of the learning activities suggested here can best be
used by scheduling them throughout the program as needed.
Using simple role plays, do a brief speech analysis foi each

7fi'
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student to make her aware of the areas she has to work on.

4roughout the program, role plays are of particular value_ in
emphasizing the importance of speaking in daily work situations.
Students can be asked to produce their own situations based on
their experience.

Role plays: telephone, interpersonal situations involving
exchange with fellow workers, supervisors
giving oral instructions, clients, public.

Points to
watch for: stening, organizing content of response, use

of words, non-verbal communication, bearing,
attitudes, correct pronunciation and usage.

Have cassette recorders available and get students accustomed
to using' them and listening to themselves and others. Urge
students to acquire their own tape recorders and use them.

Be selective in dealing with speech p blems. While problems
necessarily differ among individua , there are certain key.
problems that are likely to recur Many of the exercises that
are included in Section IV deal specifically with these problems.

Work on specific problems of articulation, pace and pronunciation,
such as:

1.. Final consonants (doing, supposed,' want, and).

2. Midword consonants (government, independent).

3. Slurring, (gonna,- gimme, lemme), mumbling.

(1. Over-rapid unclear speech.

5. Dis/this; dat/that; git/get; jest/just,.

6. Ask/asked; suppose/supposed.

7 (1'
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Pay special attention to speaking in public and provide as many
opportunities as possible to practice such speaking. (To be
coordinated with understanding and organizing material, listen-
ing, writing and interpersonal skills. )

Guest speaker at workshop Session will give the class in-
fdrmation on college opportunities and admissions pro-
cedures; on equal employment opportunity and affirmative
action programs and the machineryifor taking advantage
of them.

6

Do brief report on: 1) main idea or ideas
2) general significance
3) personal implications

Take notes on main ideas, and key facts

Listen f or any unfamiliar words or terms you hear from
the expert speaker, and mark them down. Try to list at
least 5 words new to you, finding and adding the dictionary
definitions which make most sense for the context in which
the speaker used the Words.

Listen to talk on the radio or TV or a sermon in church
or aApeaker at a meeting. Take notes, summarize and
pr.frient a report to the class.

As the course proceeds into Section IV where speaking and
listening become coordinated with and related to other skills,
be sure to keep referring back to the specific information con-
tained in this Section.

82
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DISCUSSION STARTER

What our children need, and other disadvantaged American
children as well -- Indian, Spanish-speaking, Asian,
Appalachian and immigrant Caucasian -- is training in
basic English which today is as nearly an international
language as any in the world. Black children can master
Oxonian English as well as any WASP child of the
English Midlands, but each has to be taught the language.
No one is born speaking "black, " cockney, pidgin, standard
or "white" English. Children learn to speak what they
hear and are taught. Let our children have the opportunity
and,be encouraged learn the language which will best
enable them to comprehend modern science and technology,
equip them to communicate intelligently with other English-

/1r speaking people of all races, and to share in the exercise
of national power,

4-

-- from "Black" English, an
editorial by Roy Wilkins,
The Crisis April-May 19 71
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SAMPLE PRESENTATION OF THE BASIC ELEMENTS OF GOOD
SPEECH

Note: It is suggested that the coord ator try if
possible to bring in a college or <universitrpro-- a

fessor of speech to give in two or three sessions
an overview or mini-course in speaking, and to
suggest ways in which interested students may
pursue speech improvement in more depth, .on
their own, through local course or program offer-
ings. It is important to choose 4.syecialistyvitb__

0.0 0. ft-A

experience in re!ting to adults, who speak non-
standard English, and to cue the speech resource
person in on the career orientation of the program.

Following is a brief outline of a two-session mini-
course on speaking conducted in 1974-for the
National Council of Negro Women by Profelsor
Robert J. Wilson, Speech and Theatre Department,
City College of New York.

A. Four principal elements these sessions wilLtleaI with axe:,
t.

I. Articulation: using the tongue, teeth, lips and jaws.
Suggest buying or using available cassette tape
recorder: read aloud, train one's ear, listen to
one's own articulation in order to improve it.

The newly speech-conscious student should use the
dictionary for help in 'articulating the separate
syllables of each word. Dictionary shows how
each word is divided into syllables, and provides
stress marks and a pronunciation guide.

14. If a word is giving you trouble, look it up in the
dictionary. Take your time, break it down, say it
syllable by syllable,

7
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2. Rate: To be understood, speak slowly: Set a good
,tempo. Give yourself time to pronounce vowels,
consonants, diphthongs.

For further work suggest obtaining and studying
4`,, IPA '

the InternatiOnal,Phopetic Alphabet. Para,
ticularly helpful for foreign-b.orn seuderits.

. Use of language, syntax,

4. rGeneral bearing: non-verb.1 communication, attitude
,

% 13. The9whys and whens of standard' English; along with the
1,0 a value's and richiless of Black English and other ethnic

_straine.
.4' :,0). , \ !.°'' .

.

Iri:xnany par of the, country,' Most people just do not use
, the jaw when theyitpeak. Talking is a very relaxed ,

4 I kind of ,thing:.J.Iley, !how you? 'Wheah you goin'?
;

:0 o ,.; i_ ? , 4

''',1 . To say, "Ile llo, ilcilAr are you?" takes' effort. What's
, 1 , 4

Rrnore, as I cliscv s,it among my own friends,' we all
' feel we iourA'p "etentious, or stuffy, when we try to

-

;speak well aMorf one another. And we must deal with
''thit. H -,

',1pt.;
s naturfo=r-alI of us to feel that our friends will ask,

, 'Hey,- where you coming from? What're you trying to do?ode

if we suddenly start articulating and speaking like a tele-
vision news announcer.

'You must realize one thing. Learning to speak well does
not mean trying to lose anything you have.

You are just trying to learn how to communicate effectively --
not only at one leirel, but totally: you want total communi-
cation. You want to communicate at home; on the job,
at a party, anywhere.

And if you dqt?'t think we can switch rls like this, you're
wrong: this is exactly what we do. We are switching roles
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all day long.

I'm certain that you do this at the job. If you talk to a
co-worker, you certainly don't say, "Did you have a good
time last evening?" But when you're answering the telephone,
if your diction is not good... if yam.' articulation is not
good... it makes problems. How many times have you
picked up the phone and had to say to the other party, .

"What did you say?" Which means: if you have to answer
the phone, you have to take your time. You have to say
"hello" and take your time, so the person can understand
you. Otherwise you're wasting the caller's time and
your employer's time. Mr

C. Involve students in presentation of various speech elemqnts.

Stand up in front of class, state your name, and tell
us your career objeectives. How do you feel about the
way your voice sounds (i. e. quality, volume, rate,.
articulation)? 0

2. Classroom role play: telephone company +representative
and aggrieved customer. Complain about a long-
distarnce charge for calk you never made. Logically
develop your case (customer) or point of view
(telephone employee). Have students evaluate speaking
and reasoning techniques of participants.

3. Homework assignment: Interview someone and prepare
to deliver a five-minute verbal report of the interview
in class. I
a. Be specific about with whom, where'and when

the interview took place.

b. State the purpose for selecting the topic and/or
the person interviewed.

c. Explain your previous assumptions about the topic
and/or person interviewed, vs. your reaction after
the interview.

8.1
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a. State anything that you feel would be enlightening
,.: tothT audience.'"

e.', Prepare'Votes; but not a written-up report of the
interview. You'll be talking, informally, not reading
a script.

D. Some tips for effective speaking in public:

Not to exhibit, but communicate
. -

To win a response

Extemporaneity P.

'project the image of an able person in a good
emotional state, with a good attitude toward
herself and her audience

t

E. Work oncommon problem in class (sample findings follow),.
,z,

.

I

Leaving off "th" sound

Dropped endings

Slur-ring words together
(separate words for clarity)

Others:

with

want, and ,

gimme that
give me that

sussessful for successful
ask for asked
hisself for himself
bitness for business

,8'r
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D. WRITING

GOAL

To enable students to ss themselves effectively in writing,
and to develop the confidence and additional skills they need in
order to produce professional-level business communications.

The principal ai to make students aware .6f-the many dif-
ferent ways in whic language-arts competencies grammar,
usage, spelling, punctuation, capitalization e- are an intrinsic
part of effective clerical or supervisory job performance; and to
help them recognize and begin to acquire some of the specific
skills they particularly need to develop.,

Problems are delilerately not isolated and handled separately,
as in traditional high-school, adult or college language arts
courses. In our experience, the students' most common and
persfstent areas of difficulty' prove time and again to include:
the sentence, subject/verb agreement, tenses, pronoun reference,
spelling, punctuation. These language problems present them-
selves in real life not singly but in bundlee, and with interred
lationships it is important for people to recognize and deal with.

The goal throughout, therefore, is to help students, again and
again at different levels, become aware of their particular,
weakpoints as they impinge on clerical jot performance, and to
give them the tools which can help them become increasingly
more a0ept at rechecking and correcting their own written work.
The stress is on enablifig people to continue learning and self-
development in the areas where they most need help.

o

Extensive use is made of two natural vehicles for teaching
Ja;riguage arts in terms of job performance: 1) proofreading,
and 2) transcription. Inaddition, regular original writing
assignments help both the student and teacher deal with.parti-
cular problems in the most telling way: as they emerge in the



f+w

student's own words.

In office situations, typing and correcting material written by
others (proofreading) and typing material dictated by others
(transcription) generally precedes composition of one's own
memos, letters or reports.

In some respects, however, the first two tasks are more complex
than the last. Proofreading involves the relationship between
reading and writing. Transcription encompasses both listening
and writing. In both cases, the words involved are not the
writer's own and so may be unfamiliar. The sentence "structure

----may be complex and the punctuation nonjexistent. In many ways.
it is easier to write a letter or a report oneself, than to put some-,
one else's words into acceptable written form. At least with
original composition the writer can choose the words, frame the
sentences and style the product 'o fit within the area of knowledge
that is best known and understood.

It is of particular importance to emphasize that the beginning
stenographer or shorthand, student may do very well at writing
her outlines quickly and reading them back, but that when it comes
to spelling, punctuation, sword form, sentence and paragraph
structure, the letters may bear little resemblance to the dictation.

In this section, therefore, we will deal with three forms of writing:
proofreading, transcription, and composition. All three need to
move along together if the student is to build technical skills and
to-enhance self-expression.

Auk

Although this curriculum does not incorporate specific assignments
and exercises .from textbooks, such work is suggested, and left up
to the judgment of the individual English instructor: as particular
problem demand intensive attention and explanation. Four texts
recommended for use in this program are: Essential English
,Grammart by Philip Gucker, Dover paperback, #.0-486-21649-7
($1. 25); A New Guide to Better Writing, by Rudolph Flesch and
A. H. Lass, Popular.Library paperback, #445-08264-095 ($. 95)1
and 6 Minutes a Day to Perfect Spelling, by Harry Shefter,'
Pocket Books, #671-77319-4 ($. 95), and A Simple Rhetoric, by
Maurice L. ,.Sutton, Larry M., Sutton, and W. Rdnald Puckett,
Holbrook Press, 470 Atlantic Avenue, Boston, Massachusetts 02210,
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($3. 50). Finally, each student should have the paperback Amer-
ican Heritage Dictionary. 6

c

Proofreading.and Transcription: LEARNING OBJECTIVES

To develop an understanding of the connections between
reading and writing, listening and writing, speaking and
writing

To sharpen one's skills in listening for i aning and
content

To develop critical faculties in reading.for content and
for technical: construction

To learn to catch one's own errors

Proofreading and Transcription: PERFORMANCE OBJECTIVES

To develcip the ability to recognize and correct errors of
spelling,.,punctuation and grammar

.. .

4

To expand ones working Vo6abulary

To raise the level of one's language arts competency to
math one's typing and shorthand abilities

To raise one's own expectations of one's ability to achieve
correctness in language arts

Composition: LEARNING OBJECTIVES

To become aware of the many, ways in which writing
skills are needed in the course of advancement up the
clerical ladder

To understand the relationship between thinking and
writing

..

To recognize the many. components which go into the
ction of a written business communication



.To become aware of one's own most troublesome writing
problems

To appreciate the importance of understanding and
practicing "the right way" until it becomes natural

To familiarize oneself with new tools and processes for
checking and rechecking one's written work

Composition: PERFORMANCE OBJECTIVES

To communicate a message clearly and effectively in
bne's own written words

To develop the ab9ity to manage sentence structure and
incorporate it intoi written material

,

To identify and work on long-standing prOblems of
grammar and usage

To overcome problems created by poor spelling

To capitalize and punctuate properly

To wAe simple, understandable letters and reports
that are free of errors in spelling, punctuation and
grammar

To develop workable plans for continuing to study and
practice written English

To judge the total contents of written communication
carefully, checking to make sure it makes sense; states
its message clearly £nd is consistent

LEARNING ACTIVITIES

A good proportion of the task-related activities in Section III deals
with writing. What needs to be stressed here is that the three
elenients of writing that we have singled out - proofreading,
transcription and composition - require concentrated attention and
need to move along together. Training in the stilted, automated

44
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production of business forms and letters '11 not help a person
to develop the language skills that will enable her to think and
w rite clearly and simply. Nor will expansion of abilities of
sell-expression by itself enable people to organize their. material
and present if well.

In order to develop the skills needed-to perform the tasks related
fo wad 'ngin business, considerable time must be spent, and
oppo ':nity proVided,for,practice in 1) proofreading, 2) dictation
and traratcription, and 3) original composition.

,

Proofreading
''..:

-....,,,

In addition to working on the proofreading exercises included
under a number of the tasks in Section IV, students should be en-
couraged to work up their own materials: Bring copies of their
supervisor's handwritten notes to class. Asic friends nand as-

,

sociates to collect material for them. Proofread the newspaper.
Proofread e ch other's reports, letters, compositions. Question
words, sente ces, punctuation when in doubt at any and all times
in class. Ch ck and doublecheck and use references.

Dictation and' transcription

If at all possible,-every class should set aside 10 minutes for
dictation, both by the teacher to the students and by students to
each other: This can be taken down in longhand of course, but if
any students have shorthand skills this is a good opportunity to
practice. Correcting one's own work (or that of another student)
from an accurate copy also helps to develop proofreading skills.

Original Composition ..

The most basic learning tool of all will be the student's own
writing, as practiced in regular classroom and homework assign-
ments. Every instructor has her own way of teaching and it is
not the purpose orthis guide to turn anyone around. However,
here are a few general observations and guidelines based on the
needs of the particular group with which we are concerned.

?

It is vital, first of all, to engage students at the very start in
classroom discussions and reading assignments EaTound which

,
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they clearly have ideas and opinions they want to gekkacross. A
brief composition assigned around A controvergial subject or a
topic of intense interest can challenge the student to exercise the
thinking and writing skills she must command in order to express
her own convictions in terms of her personal experience.

Students will be qoick to recogniie that even good ideas, well
thought out and organized, lose much of their force and effeCtive-
ness unless the written words conform to the widely accepted con-
ventions of formal written English. An incomplete sentence, a
misspelled word, a confusing welter of clauses and subclauses
labels the writer inept, distracts the'reader's attention or, worse
yet, makes it hard to understand what is being said.

It can be anticipated that the following problems will be identified,
early in the program, through the student's written compositions
and performance on exercises and other learning activities:

Managing the Sentence:

1. Emphasize that the sentence is the basic unit of
written English, yet one which many people have
serious problems in handling.

2. Present the management of ,the sentence as the
central writing competency to be acquired, through-
out program.

3. Start by working out, through discussion, a definition
of the sentence: i. e,, "a single complete utterance
which usually contains a subject and a verb. "

4.. As program proceeds, take up such common problems
as the sentence fragment, run-on-sentences,- (8 lauses,
parallel structure, transitional words and phrases.

Subject-Verb Agreement:

1. Point out that subject-verb agr' eeMent is a problem
that is common both in speech and writing -- and
particularly stubborn because it is reinforced by the
way people actually speak in informal situations.

8'6
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More amenable to correction in writing -- because one
has time to look the situation over, find the subject,
aid make sure the verb agrees, no matter how un-
natural the right verb may -sound at first.

2. Develop an awareness of subject-verb agreement
as a problem: correct oneself and others throughout
the program, and expect the teacher, tutors and staff
also to be on th.e lookout for examples in speech and
in writing.

3. Particularly troublesome subjects: "list of four items
is included, " for example -- and verbs like go, do, be.
Develop some simple guidelines and textbook references
to help students understand the basic. grammar-involved,
thus developing the ability to make sure all 'subjects
and verbs agree in the papers they produce. Expect
to spend time regularly in the classroom reviewing
variations of this problem. It is important for the
instructor to recognize this as a semel?ter-long under.:
taking. Don't try to tackle the problem once in. depth
and clear it up: it is more useful to take it up regular-
ly, going into,basic grammar questions only when the
students reach the point where they are asking for such
information. The stress should be On continuing
practice in the proper use of subjects and verbs, with
appropriate instruction and exercises to clarify.prob-
1ems throughout the semester.

Spelling ON

.1. Stress spelling as perhaps the single most obvious
language-arts competency one must acquire to be a
successful typist, secretary or supervisor (who must
often oversee the written word other clericals in
her department produce).

2. /vrany people -- high school and `college graduates,
clericals and professionals -- have basic spelling
problems. No one shpuldlexpect to beCoMe a good
speller overnight or in a single semester program.
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"Everyone can. expect, however, to learn to cut down
significantly on the handicap their natural spelling
habits imposes. The idea, in this course, to help
students become aware of their particular short-
comings as spellers, r,ecognize the kinds of words that
give them- trouble, and take the time. and effort to do
something about it when it is important to produce a
perfectly spelled-document.

3. Check out'the language arts skills self-assessment
sheet to see how students in the program rate them-
selves as spellers. Propose a program-long effort
to work on spelling, and 'get agreement from the
class to 1) keep a Spelling Notebook listing their
own personal "spelling devils, " 2) check all written
assignments, in class and at work, for spelling
errors -- in the dictionary and special spelling text-
book.

Punctuation

1. As students study and practice the management of the
sentence - simple, /complex and compound - introduce
the subject of punctuation.

Stress the idea thatRunctuation should at all times
be an aid to communication, and should be kept to
the minimum.

Let students know thatthe main goal in this program
will be to come to grips with the most troublesome
punctuation mark of all; the comma. Commas are
signals to the reader to slow down, for a variety,
of reasons. As one learns sentence structure it
becomes second nature to know when a comma is
needed, and .when it is not needed.

2. Help students identify and work through any additional
punctuation conventions which may be giving them trouble
in their office or school Work.

90
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Capitalization

1. Students should be cautioned against the indiscriminate
sprinkling of capital letters in what they compose,
copy or transcribe.

2. Proper use of capital and small letters tells the
reader a great deal about the professional skill of
the writer or typist,

3. Use of a small letter does not diminish the importance
of a particular word or insult the person or institution
mentioned (i. e. , John Smith is president of the company
his father founded).

4. When correction of 'compositions, proofreading pr
transcription exercises indicate the need, there
should be some review of the relevant capitalization
rules and conventions governing the use of-capital
and small letterg.

9 1
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E. READING" AND VOCABULARY

'GOAL

One pr ctical focus of the reading component in this program is
to sha en the student's ability to analyze and extract the informa-
tion she needs from the written materials she deals with at work.

Equally important, new reading sources and habits should be
cultivated as the single, most important tool people have for con-
tinuing to build more extensive vocabularies. Students generally
recognize the need to expand their working and general vocabularies,
and see this as an imperative for advancement at work or in
continuing education. A two - semester. program devoted tofax;
more than vocabulary-building cannot be expected to mushioom
the range of anyone's vocabulary dramatically; it can, however,
give people the motivation and the tools to begin the process of
steadily augmenting their vocabularies and their ability to handle
unfamiliar words and phrases.

Perhaps most essential, the goal is to engage the students'
interest in a variety of important new sources of information,
ideas and reading pleasure which they might not have found or
tackled on their own.

The reading materials selected for use in'this program should
not only expose the student consistently and repeatedly to well-
written standard English, but Should also introduce her to
thought-provoking ideas, information and images. As the semester
begins, some time should be devotes to basic readirig skills, as
they relate to increasingly complex office tasks and as they
provide the bases for weekly assignments in writing, speakirig,
systems know-how and career development. By mid-semester, A

particular stress should be laid on deveAping first the
sheconfidence in the value of her personal Opinion of 'what she has

read, then on developing her critical abilities; next on helping
her differentiate between the general and personal significance
of any given work; and finally on stimulating her to use to her
own personal advantage the knowledge she has, gained from read-
ing.
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Reading, like listening and writing, must be an active process,
linked to the specific goals,students are setion accomplishing.

LEARNING OBJECTIVES

To focus on overall content and meaning;

To distinguish fact from opinion;

To identify and develop basic reading skills as tools for deal-
' ing more effectively with content:

finding the subject matter
determining the main idea or generalization
identifying the supporting details
determining the broad significance
drawing one's own personal conclusion

To under stand. the meaning of a word or phrase in the con-
text in which it is written;

To recognize how much deliberate work, p.ractice and study
it takes to4bsorb a new word into one's permanent vocabulary;

To begin systerrfatically to build one's own vocabulary;
.To develop an eye for good writing, and,an appreciation of

the various components which go into effective writing;

To learn to use selectively and critically the mass of written
material available offering the information students need.in
order to make informed decisions on their futures in business, ,

in higher education and in their personal lives;

To develop new sources arid habits of reading for dheer
pleasure.

3
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PERFORMANCE OBJECTIVES

To spot the key words or phrases one does not understand
clearly, and develop a regular habit of using the dictionary
to clarify the mgaziing of reading matter;

To scan effectively -- for the main idea, for particular
details, information or references;

To summarize the autlfor's overall intent -- itt-discussicn or
in a written theme -- and communicate one's own reaction
to the ideas of the writer;

To analyze, critique and use written materials for a variety
of stated purposes.

LEARNINQ ACTIVITIESI

-Session on reading as one's principal source for learning new
words -- at work, in school, and generally. This program should
give the student a head start in ,tke continuing effort to pickup
new words plus the new self7cOzifidence,one needs as one moves
onward and upward into unfamiliar situations.

Encourage students to make and keep a vocabular tebook,
with words on one side fie ch page, a simple defiz.ion of
the new word as used in t e opposite colurrn.

Make entries at the minimum after each reading assignment.
Better yet, collect additional "new words" at work, and
enter these also into the notebook, Keep checking back at
intervals, reviewing the words and how many meanings one
can remember without looking.

Special homework assignment: use a word new to you in
conversation during the week, and. report back in class on
what the word was, how you worked it into a conversation,
and what reaction you got, if any.

911;
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Stress the long-range importance of expanding one's
vocabulary, , both at work and in general. This should be
done not simply for the sake of adding words; far greater
benefits are involved.

Link an expanding vocabulary to an expinding chance to get/
admitted to and do well in college. College admission tests
area based largely on an applidant's venial peiformance - -

'largely the ability to recognize words and deal with their
relationships to one another. Experience has proved to
educators that there is a high degree of correlation between

success-
ful

applicant's vocabulary skills and the potential for success-
ful 51.1ege achievement.

Students seriously interested in college enrollment should be
\ introduced to some well selected, simple analogy tests to

give them some practice both in vocabulary and inPundel4ta6.d-
ing the i*elations and concepts that analagous sets of words
are intended to convey. I

Session on the-dictionary: how to use it effectively to check the
meaning of words that seem puzzling or totally unfamiliar in
context. Chet-icing/the various definitions of single words with
many meanings. Learning about certain roots: clues to the
meaning of words.
a

Refer to: A:Simple Rhetoric, by Sutton, Sutton and Puckett.
Section IV Task, "Use D,ictionary".

.

Reading and Work

Brief presentation and discussimi of the need to develop
increasingly specialized reading and research skills as one
moves up the ,clerical job ladder.,

The value oflearning to scanfor the main idea and to di -
tinguish between the important and the insignificant incre ses
as one moves from such simple' tasks as roVting mail, filing
and organizing materials to more; complex assignments -.-
such as locating the ,particular 'correspondence, reports or .
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articles one's supervisor needs in order to report on a sub-
ject or respond to a specific question. heading for research
requires still more specialized knowledge and skills in find-
ing information from newspapers, journals, compgny
centralized files, general libraries.

A variety of task-related learning materials are suggested
in Section IV to help underline the direct connections between
reading skill's and job performance -- and to introduce
students to specialized reading and research techniques.

Reading and Writing

Teachers and tutors may use reading selections to reinforce
the intensive work students are doing in order to deal with
specific problems of grammar, usage and composition.

Since most proofreading and grammar-book exercises
°necessarily expose students to both the incorrect and correct
versions.of any problem being tackled, reading good prose

....analytic lly does offer one valuable method of helping immerse
the stu ent.in'seeing and recognizing "the correc way "

The instructor at. any point way thus select a readin' assign-
ment to point6,up, for instance, the effective use ofwell-
constructed, varied sentences; to illustrate good organization
around a topic sentence; demonetrate hbw,much the precise
and proper use of verb,tenses contributes to the clarity of a
narrative.

Reading and Personal Devekipmen't. .
.

As the student begins to inVestigate the, Various optiOns open
to her at work, ih higher education and in the general, enrich-,,;- ,-

ment, of her,life; she should be'encouraged to,'develop'a, .

knowledge of and,appreCiation for- a wide variety of ,reading .?
experiences,. -including poetry, shoril,Stories;* 'et says,

. , .

articles from a variety of newspapers and magazines, includ-' 6.
,. - I,ing business newspapbrs, magazines and, journals.

, ;. ,

, .
'
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t Section III, "Caieer and Education Guidance, " incorporates
a semester-long series of workshops and homework assign-

.
ments which involve students in getting, reading, evaluating,
and using a variety of corporate and educational materials
for their own personal benefit Tand.long-range advantage.

...
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SECTION III

CAREER AND EDUCATION GUM

INTRODUCTION

B. DEVELOPING SELF UNDERSTANDINo. AND PERSPECTIVE

C. EVALUATING YOUR PQTEPT 1..A.L FOR CAREER
ADVANCEMENT

D. 'APPLYING FOR A NEW JOB OR PROMOTION

E. INVESTIGATING EDUCATIONAL ALTERNATIVES

F. SETTING CAREEk. AND EPUCATICN GOALS AND
DEVELOPING A PLAN FOR ACHIEVING THEM
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III. CAREER AND EDUCATION GUIDANCE

A. INTRODUCTION

The purpose of this Section is to help students pvt together their
knowledge, their technical skill, their problem Solving abilities
and their experience in interpersonal relations in a way that
will enable them to negotiate the job and education systems for
their own advancement.

The survival techniques of people whom society classifies ,as
"undereducated" and "economically deprived" are very different
from the characteristics needed for advancemert in business.
The fact that people have gotten a toe -hold on the bottom rung of
the job ladder does not, of itself, change their attitudes, habits
or expmetations. Nor, it must be recognized, (ides society's
attitirdes toward them undergo any significant change. For the
most part they are seen - and they see-themselves -- as out-
siders who cannot expect to follow traditional career advance-
ment paths. One of 'the major objectives of this program is to
help students to break out of this Cycle of sell-defeating expecta-
tions - their own and society's.

This Section will describe some 'ways in which students can be
encouraged to look at,the world of work in which they are now,
involved and to think about how they are going to advance in it.

Also, a variety of activities will be suggested for self-evq.luation;
for setting educational and career goals and planning to achieve
them.

Since all the "workshop" units are directed toward the same
objectiveS, this Section is organized differently'from the others.
First there is a general statement of learning objectives and.
perfoymance objectives. Next there follows sVarate units
which cite specific goals and deal primarily with suggested
activities.

'4'
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It is left to the coordinator to decide on the most effective way
to relate these sessions,to those devoted to language arts.
At least two career workshops a month are suggested; this has
proved a successful way of emphasizing the job-related nature
of the program. Also, to the extent tliat.these wotkthhops .help
to build self-confidence, the students will find that their learn-
ing capacity increases in other areas.

The learning activities in this unit are designed. to help the student
develop a general perspective which Will ultimately assist her in
deciding what direction her life should take. By-exposing her,
to new experiences and new ways of thinking about herself, these
activities shotild lead to an expanded awareness of her own
potential.

NOTE: ThisSection should be considered experimental.
The pork conducted in the workshops and with
this Curriculum has served as the basis of a
systg-natic career development program of the
new.IsaCNW Women's Centr for Education and
Career Advancement in New York.

* i LEARNING OBJECTIVES
, /

To he o1p
(the students tot gain the information, the cnfidence andconfidence

the abil ty to act realistically as they move ahead in their
educati n and their job.

' .

To know how the company one works for is structured and how to
fit in most successfully:

1

What are the career ladders?,
How does one move up?. What are the qualifications

for particular jobs?
How does one move into other'-than clerical areas?
What about raining programs, company tuition

reimbur.sement plans?
What is the procedure forapplying for promotions
What are the employee evaluation procedures; in the

company?

To develop information about jobs one can move into with relatively
little more training:

Where do these jobs lead?
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What do jobs require and what do they pay?
What are some of the working conditions in some of the

various areas of employment?

To learn about opportunities far higher and continuing education:

What are -thd.. costs ?
What financial support is available?
What are the requirements for admission?
What education is needed for particular kinds of jobs?

To gain an understanding of some principle's of interpersonal
relationships with a variety of people at differentitvels and
in different contexts:

The nature of business relationships as distinct from social
relationShips;

How to have a successful job interview;
How to be supervised;
How to relate to peers on the job;
How to help and supervise others,

r

To develop the ability to evaluate one's own knowledie and skill
and the confidence to project it to others.

OVERALL PERFORMANCE OBJECTIVES

To be able to decide on career objectives and commit oneself
to acquiring the education and skill needed'to achieve them.

To take the steps necessary to find out company policy on
promotions, training, evaluation, tuition reimbursement, etc..

To take stepsnecessary within company policy in order to
advance.

To be able to deal With people according to their roles in the
business world - supervisors, peers, public, personnel inter-
viewers.

To prepare and commit oneself to a written learning and career
plan,

v"



B. DEVELOPING SELF UNDERSTANDB4G
AND PERSPECTIVE

GOAL
7

To provide the opportunity, the tools, and the support people need
to examine their lives and their experience in terms of future
goals.

LEARNING ACTIVITIES

1, Personal Interview, Early in the program, every student
should,liave a personal interview with the coordinator. This
will giye the student an opportunity to talk about her objectives
as she, sees them on entr'y into this program, and the coordinator
he,first chance to focus attention on longer range goals. It will
shOw the coordinator where to provide help. It may suggest a
connection to be made with a volunteer. It will also be tangible
evider.ce of concern for the student as an individual. It- will
begin to involve each student more fully in her own education.,

2. Group Discussion. It is suggested that the general pattern.
of the first few sessions consist of "homework" reading and Writ-
ing assignments followed oy group discussion. T4 main goal:
expanding alternatives. Women who enroll with only a general
notion that they wane to advance in their careers have not con-
sidered all their options because they are not accustomed to
thinking outside the_context of their present worlds. Throughout,
this unit, discussion should be directed to raising self-esteem and
thereby reducing the probability that the .women will undervalue
themselves and their abilities.

41*The, discussion should be 'conducted by a woman skilled in con-
sciousness-raising or sensitivity techniques. 'Listening to what
is on other womees minis helps ge,n4Fate thinking innew areas of
self-developmeknt. By involving each student in the discussion, the
leader can stirnlate the students to articulate (perhaps for, the
first time) how the fact that they are women may influence their
career decisions. Sharing feelings and experiences with other
women helps establish a more thoughtful perspective..
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Group discussion should focus on: 1) how the reading assignment
relates to the individual student as a person, and 2) how each
student feels about the positions put forth in the assigned article.

The first group discussion might center around any current and
interesting article about women's roles - as wife, mother, career
personinority woman. (Illustrative sample on stereotyping
follows. ) Distribute material in advance and ask each participant
to prepare a few brief paragraphs to bring to class. This requires
people to.think through their opinions and creates a springboard
for useful discussion.

As the various discussion sessions proceed, there should be an
increased emphasis on the participants as indiltiduals. An at-
mosphere should be provided to encourage each student to con-
sider and raise questions about every aspect of her life. Workshop
sessions should enhance each student's awareness of the factors
she must weigh as site makes plans for the future,

'However, before the student is ready to; sit her own goals, she
must become more ia'miliar v4- ith the process of identifying those
areas of 'women's lives where goal-setting is possible, and of
looking at them in both short and long range terms. She should
mote then to taking stock of her own life. Working from wider
general perspective to a narrower, more peisonal one will give
her a wider 'spectrum of possibilities from which to choose for
herself.

3. Individual-Avsignments. (Student materials follow. )

a. Reading assignment on 'Race and Sex Stereotype. " Read
and prepare a' few brief paragraphs of personal reactions.

b. Writing assignment on Important Elements in a Woman's
Life. This assignment will help the student develop long
and short range perspectives in terms of women's lives
in general: By aaking her to generaltze about all women,
the assignment encourages her toreach outside the
context of het own experience.

c. Writing assignment on What Will You Be Doing with Your
Life? This assignment requires the student to ask
herself what .directions her life will take. It should
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demonstrate the need for Planning; and it should indicate
that. she can exercise some degree/of control Over her
future by beginning now to assume responsibility for it
and plan for what she wants. This exercise is particularly
import&fit for wbinengyho-are not accustomed*to thinking
of themselves as able to hive direct and active influence
on the things that happen in their lives, but who rather

_react to whatever 'befalls them. It will'encourage
students td take the initiative in planning their lives
rather than,remaining_passive.

, .

d. Self - Analysis Form. The student should set aside some
time during Which she can be alone to consider the
questions asked. The relationship of this fora:I-licher
eventual career plan should bf pointed out so the exercise
does not appear frivolous. Point out that the answers she
gives might tell her something about the kind of job she
enjoys most. For example: a student who answers that
one of the things she least enjoyed was being left in
charge of the office when her boss was on vacation should
probably think about whether she wants to pursue a career
that would involve a great deal of individual' responsibility
and supervision of other workers.

By identifying what she has found satisfying and rewarding iri
her on life to date, she will be in a better position to make
judgment's about her plans for the future. Equally important,
she will form the habit of articulating to herself how she feels
about a given experience' -- an important aspect of improving
self- awarene ss.

4
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Race and Sex Stereotypes ^

Of the numerous parallels between racism and sex-
ism. three are most significant. Others exist, of course,
but these three are continually used against minorities
and women with injurious effect. .. .

, Race and sexvtereotypes are the first and single
most handicapping factors facing us today. Stereo.
typical images. In moyies_ in books. in the news and
entertainment media. and finally, in our own minds,
deny minorities and women pride and the will to
change. The use of ese stereotypes from the
ancient image of the s filin7, absent minded servant
to the contemporary 'I'm Cheryl, Fly Me"have
denied minority grn is and women a positive self
image. Such images ay e steered them toward occupa-
tions traditional fo their race and sex. and have
limited their perception of possible goals and accom-
plishments.

These stereoty^ s exist historically 'in educa ion:as
well as in the ediaand they have been rein ced
by a discrimin ton legal system. The Nation's public
schools regula y purchase and use textbooks and other
learning ma rials which exclude blacks from their
pages and ace girls and women in stereotyped roles.

A sun, by one feminist group of 134 elementary
school re ders in use across the country found that
boys p. tray ed outnumber Lair's five to two. Adult
males ere portrayed in 147 different jobs, while

..
femal were shown in only 26. The jobs in which

, fem s were portrayed required less intelligence, were
on dimensional and nonady eillurous. were rarely out-
side the home. and ,enerally did not involve decision-
making.

A black or-Chicano student might wonder whether
he.or she ever existed after reading the textbook world.
-A girl surely might ask if she could be anything other
than a housewife. a secretary, or a nurse.

200 Words A Minute
With the great influence of visual perception on the

human mind. nothing could be more critical than in-
cluding males and females of all races and nationali-

ties in various roles on television. There was a time
you could not find a single black person reporting the
news, analyzing the actions of a world leader, or even
needing.some mouthwash in the morning. Nor can Fou
still find many women whose fulfillment does not come
from washing dishes with Super Brand X, typing 200
words a minute, or changing diapers while hubby goes
to work. 105

INSTRUCTIONAL

MATERIAL

The media's failure to include minorities and women
in a variety of roles not only projects a distorted pic-
ture of the real world but also bolsters the viewer's
negative race Or sex-biased Ancepts. If you belie:"
that all blacks are loud, triflirg, and lack intelligence,
Amos and Andy would largely substantiate that nerd-
live impression. Even if the program could be defended
because of its humor, where were the prime time pro-
grams with blacks cast in offsetting roles, such as
Black Journal, Agron,sky and Company (featuring
Carl Rowtn, Room 222, etc.?

Strides are being made with regard to minorities
but not with regard to women. All too many negative
images of women still appear on television. particularly
in advertising. It is difficult to turn 'an the tube and
not find voluptuous women selling somethingclad
either in some prOduct or in next to nothing. After all,
women equal sex and sex sells.

Three-fifths of A "Man'
A second parallel between sexism and racism is the

extent to which the law and our system of justice have
perpetuated the oppression of minorities and women.
Our government of laws. not men, began by dgscribe
ing blacks and women as non-persons. The Consti-
tutional Convention 'declared a slave equal to only
three-fifths of a man. Only white males were included
for purposes of voting and taxes.

Thus frond the 'beginning our Nation's lawmakers
gave minorities and women second-class treatment.
Except for the 19th amendment. Congress did not act
until 1964 to safeguard the rights of minorities atd
women.

During congressional debates in 1869 on the 13th
amendment, Southern senators attemoted to- defeat
the amendment by including language which would
have enfranchised kk,s omenan unthinkable. laughing
matter in the Reconstruction era. 'This tactic. which
seeks to set minorities and women against each other.
has been used several times sincemost notably in
1963, during debate on Title VII of the 1964 Civil
Rights Act.

The courts, like Congress, have played a mixed role
in determining the legal status of women and blacks.
From Dred Scott until Brown v. Board a/ education,
black people suffered from adverse Supreme CourN
decisions. Similarly, women have been plagued by a
jjudiciary unwilling to act on the many inequities based
on sex.

erpted from "Everybody Makes the Revolutinn", by
William L. Blakey, Civil. Rights Digest, Spring 1974.
U. S. Commission on Civil Rights.
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In Bradwell v. the State (1873), the Supreme Court
held that women could be denied a license to practice
law. The Court went to great lengths to explain the
"roles" of women (translate. w ife ancidependent) and
men, and how the practice of law was not a woman's
mission. A recent decision, Frontiero v. Richardson,
may be for women what Brown was for blacks. The
Supreme Court held that discrimination and separate
treatment, or distinctions based on such artificial fac-
tors as sex, are as "inherently suspect" as those based
on race.

The Equal-Rights Amendment

The Equ'al Rights Amendment, which would do
much to improve the legal status of women, seems to
me to be born of much the same spirit as .was the
14th amendment to the Constitution. The ERA would
establish the fundamental legal principle with regard
to sex that the 14th amendment established with regard
to racethat the law must deal with the attribines of
an individual, not with classifications based on biology.

'Equality of rights under the law shall not
be denied or abridged by the United
States or by any State on account of sex.'

As Commissioner Frankie M. Freeman of the U.S.
Commission on Civil Rights Ras noted, "The 14th
amendment has been of crucial importance in achiev-
ing whatever gains we, as black people. have made.

ile it has not eliminated racism. it has provided
e legal basis for doing so. The Equal Rights Amend-
ent will provide women a status as persons uhder
e law."

e Clearest Example
Although employment discrimination based on sex

r race is unlawful, it still occurs. The Equal Em-
loyment Opportunity Commission received 33.948
omplaints during fiscal 1973. Of. these, 15.719 were
torn women, but not necessarily because of six dis-

ination.

Many victims of discrimination are unaware of
-hat they can do. Some accept discrimination for fear
f reprisal or because relief is expensive and time
onsuming. Employment discrimination-is perhaps the
learest example of the adverse effects of race and sex
iscriminatio' n. The "white male club" has prevented
or years the economic adVancement of minorities and
-omen into higher job classifications and decision-

king positions, and hence has kept them dependent
nd out of the economic mainstream.

Worrien have often been labeled "unqualified" or
non-supervisory material for the same specious rea-
sons that blacks were denied employment and promo-
tions for 200 years. Affirmative action plans and the
new enforcement powers granted to the Equal Employ.
ment Opportunity Commission promise much, how-
ever, for the future.

It is important to note here that black women suffer
a kind of double jeopardy when they seek employment.
Although, historically both black men and women
suffered from racial prejudice when looking for a job.
it may now be difficult for a black woman to deter-
mine whether she is being discriminated against for
reasons of race or sex. If she has a B.A. degree in
antliropology and is asked to type. she will no longe.r
have to guesswhite women suffer the same fate.

Even if being both black and female is beginning
to be a plus for black professional women who get
counted twice in affirmative action plans. the vast
majority of black women are exploited in the labor
market. They are paid less for the same work that
men do and are 'relegated to low-paying., dead-end
jobs: They also constitute a surplus labor supply. In
1971, nearly half of all employed black women worked
as household domestics or in service occupations not
covered by the Federal minimum war.

Political Participation
A third example of the parallels between sexism and.

racism exists in the political arena. Congress first
ranted the right to rote to freed male slaves through
he 15th amendment, and later to women through the
19th. amendment. Yet few follow-up measures were
enacted until passage of the 1965 Voting Rights%Act.
Since then, more than 1,44 black, officials have been
elected to public office in the 11 states of the old
Confederacy.

No similar legislative effort to encourage and ensure
political participation by women -seems forthcoming,
perhaps because women do not suffer reprisal's of the

type experienced by blacks in the South. Still, women's
participation/ is limited by the lingering effects of
pre-suffrage ideas about a woman's "place."

Recently women have begun to seize, the challenge
without legislative assistance. .As Congresswoman
'Shirley Chisholm argued in her book, Unbought and
Unbossed, it is time for women to stop making coffee
and cake for the party socials and to start makintir
some of the decisions.

CongresswOrnan Chisholm's election to the House
of Representatives in 1968 presaged an era, in which
many women new to the national political arena (three
of them black) would not only successfully seek elec-
tion but would have a profound influence onthe

pi
olitical and legislative process.

t
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THE MOST IMPORTANT ELEMENTS IN
A WOMAN'S LIFE

Assignment: Write a composition in response to this question:

,WHAT DO YOU BELIEVE ARE THE MOST IMPORTANT
ELEMENTS IN A WOMAN'S LIFE AT THE AGES OF:
25? 35? 45? 55? 65?

You sho,uld answer this question in relation to women in general;
you might think about what is important to the women you know
who are those ages as a way to get started on your answers.

4
Answer these questions in the terms that have the most meaning
for you. You may write as little or as much as you like; you may
select whatever format you find easiest to handle,

.'You may use the areas listed below in responding to the questions
but you are not required to deal with any or all of them if that
is not the way that you choose to resp9nd to'the qurl,stions.

Husband or mate,
Children
Family in general
Health
Sexual fulfillment
Self-reliance
Independence (financial and otherwise)
Level of education achieved
Job status and prestige
Job satisfaction
Salary and benefits
Self-expression and self-development.
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WHAT WILL YOU BE DOING WITH YOUR LIFE?

I
Assignment: Write an answerto the following questiop,,v '

WHAT DO YOU THINK YOU WILL BE DOING AT THE AGE
OF 30? arthe age of 40? at the age of 50? at the age of 60?

.., You should try to fdrm a picture of the, woman that you will be at
these ages; your response should be a series of profiles of
yourself at 'these various stages in your life.

In answering the question, consider your current plans. If you
haven't made any plans yet, try to figure out what you will be ' '
doing if your life continues as it is now. You should concentrate
do what expectq,tions are realistic given your job history and your
educational background.

If you aren't- satisfied with the direction your life will probably
take; then you might think about what you can do to change that
direction for the better., You may also want to set goals 'for
yourself and discuss the ways in which you can better insure .

achievement of them.

The following areas are some that you might want to.consider
when you write your profile for the ages suggested.

i

Family: marital status, children, responsibilities

Job: career position, salary, benefits

%

Personal development: achievement of goals, independence,
confidence, self-fulfillment,

Education and Training: college; vocational training,
on the job training

1
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SELF ALYSIS FORM

1. Think carefully about all of the things you have done in your
Idle. List the five things you enjoyed most. Net to each one,

, explain war these things gave you pleasure. Do not limit
yourself to work activities:

A.

#4,
ACTION REASON

C.

pr.

1

40.

'10
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2. Think carefully about all of the things you have dons in your
life. List the five things you enjoyed least. Next to each,
explain why. you did not enjoy these activities. Po not limit
yourself to work activities.

ACTION REASON

A. I

B.

C.

D.
,

,

E;

(

to

s 4

0
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3, Think carefully about all of the things you have' achieved in

your life. List the five achievements of which you are most
proud. Next to each achievement, explaiii `whyyou are most
proud of these achievements

ACHIEVEMENT REASON

A.
,..

.

)
.

B.

4f

C.

D.

{

t

.

E. \-/-
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4, Think carefully about all of the activities y'Outhave participated
in during your life, List the five situations in which you have
felt most confused, frustrated or otherwise dissatisfied with .

the results of your effort's, Next to each, situation,. explain
what made you feel as you did.

ACTIVITY REASON

A;

.

,
.

.

.

.

I
.

.
.

.
.

.

B.

i s

le

%

.

.

C.

-

;.,
.

,

40
-.

.

,.,

^

...

D.
''l /

.

o

r
I

.

..

)

r--N

.

E.

'

-

-

.
,

.
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EVA.T.;UATING YOUR POTENTW.; FOR
_

CAREER ADVANCEMENT

GOAL

1

The activities in this unit ar'designed to help the student assess
her opportunities for career advancement with her present ern!.

, -plo-yer as well as to explore other Career, optiohs. r

6 4

fe:

ti
LEARNING Ac TWIT ES

1, Learn About the Company You Work For. Workshb,ps on this
,topic have two initial purposes: to demonstrate to A. student
how well she' understands the- Workings of her dompany; and
to show her where and how she' can irhprcie on that under-.
standing.

a

. .
a, First have the students. res ipond to, the qUestonnaire,,

What Do YouKnow About Your Company? It'cover s
important and general information e.vaky employee
should know, but is offen unlikely to have at her
fingertips. Discuss as a group the various gaps of
irifOrmation. Encourage students to take the
questions they capnot answer in to their-offic'es for
further research: through dollecting and'examining
company materials; questioning colleagues, suer-
visors, personnel officials. ,

Gathering the data to' complete this form will help
the student develop questioning skills/andto
acquire and organize the information she needs as
she goes on to develop her own carder and education
plan. Questions are structured to help her distinguish
the separate considerations that go into an evaluation,
of her career potential. ', Organizing the answers will
'give her a framework for posing the same basic

t, quest,ions in other contexts, 'buch as careers in
different departments, coMpanies or fields.
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b. Next, assign'as homework the gathering of major,
informational company publications. Each student
will be expected to bring in such material as annual'
reports, employee handbooks, newsletfrs, benefits
material and, if possible, job descriptions and
personnel forms and tests.

Assuming that the student knows little concerning her
employer's total operation, the ,group leader should.
discuss the kinds of information to be found in
different kinds of company publications, with parti-
cular emphasis on how such knowledge may benefit
the student. Indirectly, this will help also to develop
effective reading-habits as students learn to winnow
out material relevant to their own lives.

:01For'example, annual reports are useful in helping an
employee become involved more broadly with the world

which she works. Employee handbooks deal with
matters that can mak4 one's working life either pleasant
or a problem. Benefits material, while often complex
and detailed, is often worth studying in detail, to find
the answer to the question, "How much do these benefits
benefit me?" Women should be encouraged to take
advantage of what is available to them; to deal with the
paperwo-rk involved and overcome the mind set of,

N.;"It'S_too much of a hassle. ': The students- should be-
Come acquainted Witheformal job descriptionq, reviewing

. the data. thy Contain; this will help them evaluate die
informati they, receive about their own jobs, present
,and future. Ideally, students should finally have an
opportunity to.look over the variety of forms people are
asked to fill- outfor employment, promotion, tuition
reimbursement, medical expense claims, etc., with

'some briefing on how thoughtful filling-out of such forms
can work to one's' advantage.

c. Writing and Research Assignment: Through conversations
with colleagues and more formal' interviews with super-
visors and personnel staff, students should gather the
facts about,existing career ladders and promotional
system's in the companies where they are employed.
In order to preparTe the ground for each student to
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approach her supervisor in an impersonal, ,non-
threatening way, it is important to prepare a written
assignment for each student, explaining that this is
a class assignment. (A sample assignment follows

<which should serve as a model. )'.

2. Research Assignment: Career Field Research. This
assignment may be particularly useful to thee student who

i is not sure of her short or long term career goals. The
student should investigate two careers that seem interest-
ing to her. Orie career could be within her company but
in a different department or in'a different career line; the
other could be in a different company and :in a different
career field. Her written report should include a job
description, salary range, qualifications required, and the
extent of the career advancement possible in that line. By '
compiling, organizing and evaluating this material, the
student not only learns something informative about a
different career possibility; she also begins to develop
the important habit of organizing and using information
in a way that will be seful to her, Ideally, the student
should meet with a alk directlrto people in the areas
she is investigatingo, but she can supplement th6.information
gathered in that manner with information from die
Occupational Outlook Handbook or the Encyclopedia of
Careers and Vocational Guidance.

3. A Career Preference .Inventory

Note: This activity is based on The Self-Directed
Search, by John L. Holland, Ph.D., available
from Consulting Psychologists Press, 577 College
Avenue, Palo Alto, California 94306. $25 for
25 copies includes a compaiion booklet, The
Job Finder.

The purpose Of this exercise is to stimulate the student's
thinking about the career line that she has chosen. It should,
be emphasized that it is not a test and though the results are
not conclusive or abiolute, they may serve to point out to
her areas of personal interest which 'she may not have con-
sidered in'choosing a partiCular field of employment. It is
also very likely that she did not, in fact, "choose" a career,
but simply accepted the job that was offered to her and never

.1f_I . t)
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looked-beyond it. The preference inventory should expand
the student's horizons; the results should not be used to
limit the student's choice of career alternatives.

. _

4. Self-Evaluation Written Assignment: The student sffaUld
write a composition evaluating what she has to offer a
potential employer. She should consider her skills,
per'sonality, commitments to family, job experience, life
experience, etc. in making this assessment.

Then she should determine what requirements are important
to her in a job and in 'a-career. For example, she should
decide whether she is happier working as one of many
'anonymous"cogs in a wheelt;or whether she would prefer
to have a job/career where her performance has high
visibility and where she along is responsible for a particular
aspect of the work. She might prefer to work in a small ,

-o-Efice-a,s-opposed-to-a.--tir-ge one; she may feel that status
or prestige is more. important to her than salary and fringe
benefits. ".

Al]. these considerations will help a student to'focus practically
on "What do I have that an employer might want?" and "What
do I want from arkemployer?"

5. Group Activities: Speakers and Panels

a. Speakers should be invited to give the students /information
about as many different career possibilities as aie feasible
for the particular group. Suggested topics:

-

Traditional clerical careers for women
NOn-tra-ditional jotis for women
Non-clerical careers -

The information should include the skills, education, training
and experience required.

6. Speakers from personnel departments should discuss with
the students the range of educational and personality qualifi
cations, as well as specific skill requirements, that enhance
a person's chances for career advancement.
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7. A general discussion involving students from different
compaaies might conclude these activities. The individjal
activities in this unit provide a wealth of topics and materials
from which discussion can be .gener'ated. The students should
compaxe the different companies' attitudes toward workers
in general and the career advancement of minority women in./
particular. The students should be encouraged to share
relevant experiences; these group discussions should
provide a general-framework from which the students can
move to evaluate their- own companies and situations.

Sy -'4?
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WHAT DO YOU KNOW ABOUT YOUR COMPANY?

NAME (Optional) Company

1. WHAT KIND OF ORIENTATION 10 THE COMPANY DID YOU
GET WHEN- YOU,WERE HIRED? (What kind of information were
you given: verbal, written material, group le'cture?)

A. How do you find out about your company fringe benefits?

B. How do you find out about your company rules and regula-
tions ?

2. WHAT IS YOUR JOB?

A. What kind-of tests did you have to take?

1 1 a-
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B. Did your job requ'ire training other than typing or office
machines ? (F'or example, "How to_be a good supervisor?"
"How to work well with others?" "How to give someone an
evaluation?") Please explain your answer.

r

C. What factors does your supervisor consider when she makes
your regular job evaluations?

3. DOES YOUR COMPANY OFFER CAREER COUNSELING AND
JOB DEVELOPMENT GUIDANCE? Yes No.
Please explain.

4. HOW DO YOU FIND OUT ABCU T JOBS THAT ,AE AVAILABLE
IN YOUR COMPANY?

b
...._,-- :.
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5. WHAT DID YOU HAVE TO DO TO GET YOUR LAST
PROMOTION?

I

6. HAVE YOU DECIDED THE NEXT JOB YOU WANT TO BE
PROMOTED TO? Yes No

A. What is it?

B. How dil you decide?

7. WHAT WOULD YOU NEED TO DO TO GET PROMOTED TO
THAT JOB?

A.. 'What skills do you need?

B. What tests do you have to take?

120
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8. DOES YOUR-COMPANY HAVE ANY SPECIAL ARRANGEMENTS
WITH A COLLEGE FOR TRAINING AND EDUCATION OF ITS
EMPLOYEES? Yes No

PLEASE EXPLAIN: How does one qualify, who pays; what
is the course about; with which college; etc,. ?

9,. WHICH OF YOUR COMPANY PUBLICATIONS DO YOU FIND
MOST USgFUL?

Why

10. BEFORE YOU CAME TO THIS CLASS DM YOU THINK OF
YOUR JOB EXPERIENCE TO DATE AS A "CAREER"?

ry
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SAMPLE ASSIGNMENT

At March 21 Workshop r

t-

Write a brief statement of your plans for the futures-
(5 years, 10 years) and why you are at this school.

Talk to supervisors and/or the company personnel
department to find out what, ;...,4.1.01adders are open
to you: in your present depar and elsewhere
in your company. Find out,Wh'at the recwirerilents
are and the amount of time involved 'in a.6ancing.from
your revel to the next ones above,

R.

, . ,

Explain to the administrators you Speak with ishat
this is a class assignment from NCNW's Center-lcir .:.°

. . .Career Advancement.

This assignment is due by Wednesday; 'April 11. .

It will be used as an essential part of the n'eXt'
r ..:workshop session. ,

fr% . ,. .

-, , .
.**

. '
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Careek Fiel

JOb/Positio

CAREER FIELD RESEARCH

Comparry-topt

Job Description:

ii-

specific duties and responsibilities,
personal con4-Litrnents such as travel and
overtime, daily activities.

Qualifications: education or training, job experience,
skills, abilities.

IP 3
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Salary Range:.,

Career Advancement Ebssibilities: job steps within the career
ladder, possible lateral
moves, where the position. ,

f could lead, -how -it develop
one for future advancement.

124
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D. APPLYING FOR A NEW JOB. OR PROMOTION

GOAL

.14

This unit is designed to give the student the practical experience
of filling in a job application and preparing a resume. Role-
playing job interviews and on-the-job interpersonal situations
will help her to practice behavior in sometimes difficult
situations.

LEARNING ACTIVITIES

Individual Activities

1. Job Application. Completing a sample job application form
will give the student a chance to sum up her employment and
education experience. Accuracy and 'truthfulness are essential.
Neatness and thoroughness in completing the applicaticn tell an
employer whether the student cares about the impression her
Work creates. If there are gaps in a student'S employment
experience, they ,should be explained. Practice in filling in such
forms will make it e` ier when the time comes to fill in an
application for an act al job. It will also give the student the
opportunity to check d tails of which she may not be sure.

2. Preparation of a Jot; Resume.. The preparation of a resume
is a good way for the student to analyze her background and
experience. The resume will also serve as an introduction to
an employer. She may:want to use it as a means for getting
a job interview, in which case it should be accompanied by a
covering letter; or she may attach it to a job applicatican as a
means for bringing tp an employer's attention information------
in addition to that requeSted on the application. She should
remember that it will be most effective it if is attractive-looking,
well organized and economically worded. (Sample follows. )

135
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In pre-Paring a resume, the student should:

limit the length to one page if possible
use ,white bond paper, standard size
make sure it is neatly organized and typed, with

no errors
have copies reproduced by photocopy or mimeograph
list special skills, languages, and achieverherits.

The student 'should not:

send carbon copies or poorly duplicated copies
stateher job objective unless she is absolutely

sure of what she wants
. include 'her photograph
list personal information, such as, marital status,
height, weight, age, sex, or health (unless such
infOrrhatiori relates to qualification for a particular
job)

Group Activities

1. ',Job Interviews

The best preparaltion for an actual interview is a practice session
with a person who is experienced in interviewing prospective
employees. It should be possible to enlist the volunteer ass;
of a personnel interviewer from a local company who would con-
duct interviews with individual students. in role play 'situations.
This will give a student the opportunity to rehearse her per-
formance under the observation of an expert who is able to offer
constructive criticism and provide information about the qualities
personnel people look for in prospective employees.

2, Role Playing

Role-playing gives the students the opportunity to "learn by doing."
It gives them the chance to test themselves in certain situations
without the consequences inherentin a real life situation. If the
student finds that she is saying something she would be better off
not saying she can go back and approach the situation in a
different way. This gives her the opportunity to strengthen her
own self- confider2e and sense of security in dealing with new

/ people_ and une ected situations.
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______
etber.kople behave the way they do, how they react and what
their feelings are. This should aid her considerably in her
contacts and confrontations. The better she understands the
other person, the more successful she is likely to be in her

,,dealings with that person.

These purposes of role play should be explained and discussed
by the group before the actual role play. Situations can be
replayed over and over, gibing as many people as possible a chance
to participate in the role play and to make comments on the role-
playing.ofothers. '(Three suggested situations follow. )

1

11111/1111M
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Janet Taylor
195 Bddford Street.
New York, New York 10014

RESUME

EMPLOYMENT

1973 - Present Clerk Typist
Chemical Bark
440 Co1urnbus Asenue
New York, New York
Brepare checks, bank statements,,, overdraft
notices.

1970 - 1972 File clerk, general office work
Standard Electric Company
1100 Broad Street
New York, New York
Typed forms and correspondence; did general
filing; kept address list up to date; filed
mibrofilm. cards

1969 Billing clerk.
Aetna Life & Casitalty
151 William Street
New York, New York
Kept files on diary; wrote up ,cancellation notices;
made up the bills and sent them to the assureds.

EDUCATION

James Madison High School
Bedford Avenue, Brooklyn, N. Y.
Academic Diploma - June 1965

Lefferts Jr. High SC'hool
Empire Boulevard, Brooklyn, N. Y.
Diploma - June 1965

SPECIAL SKILLS

Typing: .45 wpm
Adding Machine, Dictaphone, Flexowriter,
Record* Machine
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Role Play Situations

a.. Meeting between personnel interviewer, Mr. Brown, and-7
job applicant, Ms. Smith. The applicant is interested in
a secretarial job with this large company. The company
has an opening for a secretarial position with an executive.
The interviewer wants to know something about her skills
and job experience and how much responsibility the applicant
is willing Lu handle.

b. Meeting between clerk and personnel manager. The clerk,
Ms. Joan Jones, has been denie'd a promotion because her
supervisor Ms. Clark reported to personnel that she had been

ays-a-mon.th_and_late-on--an
average of five days a month. Ms. Jones is prepared to

'defend herself and give reasons why she should still get the
promotion.

c. Meeting between a clerk-typist and her supervisor. This is
a fairly large company. The particular unit in which the two
people work in responsible for typing up and mailing in-
voices. Business has fallen off somewhat and the unit has
been cut back from 10 to 8 employees. The supervisor,
Mrs. Elsie Lamber-t, has been bearing down pretty hard on
the people in her unit. The clerk-typist, Mrs. Kate Morton,
has not been performing up to her previous standards. The
supervisor has called the worker in for a conference.
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E. INVESTIGATING EDUCATIONAL ALTERNATIVES

GOAL

As the student thinks about job advancement and the qualifications
that different jobs require, it becomes necessary for her to find
out what is available in the way of training and education and how
to analyze and evaluate the different programs in relation to

r-own-pe-r-sonal-and-c-arse r goals

Before the students can begin to make informed choiceS about
the kind of education or training they will nccd, they have to
know more about the alternatives that are open to them.

In most large communities there are continuing education courses
- both academic and vocational - offered by the public school
system. Proprietary schools offer vocational training as do

-some community colleges. Advanced education is available
through both two-year and four-year colleges both to matriculating
students and in adult education courses,

While professional educational guidance is essential, it is also
important for the student to investigate the alternatives herself,
for the final decision and the commitment are hers.

LEARNING ACTIVITIES

Individual Activities

1. Interview

Working with the coordinator (counselor.), the student will want
to take a fresh look at her educational attainments to date and
where she would like to.go; the skills she has and what sheywould
like to acquire next. Realistic, step by step pr;ogramming is
essential if the plans that the student makes are'to be followed.
Among the questions to be considered are:

130
141



w.

Does the student need remedial work? Is she rejecting
the idea of college without giving it real consideration
because she doesn't think of herself as "college material?"

The counselor and the student should make a tentative selection
of possible schools and programs of interest which the student
will investigate further.

2. Research Assignment

The student should go to, the colleges or training programs selected
and get written materials; bulletins, catalogues, applications,
financial aid forms, etc. She should talk to admissions officers,

-to-uris-eloYs and students to get a more-compi-ehensive picture of
what the school offers. The purpose s to get the student in-
volve in the process of finding out an evaluating information..:
The experience will be just as effecti e if she discovers that a
given school is not at all what she wants or needs, because the
process of elimination will further help to define what she wants
when she goes on to evaluate the next institution.

The attitude of the student in seeking information will influence
to same extent the quality of the information she receives; it
is most important that she think of herself as a purchaser of the
services that an institution is offering and not as someone who
should accept whatever the school is pushing. The student
should persist until she gets answers to he.r questions. She
should try to talk to students to get their views on what they are
gaining from the; school they attend.

t

Being prepared to pay for education is as important as selecting
the proper courses. As part of the 'research assignment, the
student should prepare an educational budget, indicating the cost
of education and the sources of payment. If she is planning to
take advan'tage of company tuition reimbursement plans, then
she must be clear about where she will get the money to advance.
Loans and scholarships should also be investigated.

142
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Group Activities 4

e-- --i-

1. Speakers and Resource People

Representatives should be invited from different institutions of
higher learning to give the students a, comprehensive general
picture of the spectrum of educational possibilities available.
These should include, for example, representatives from private

'colleges, four-year city and state colleges, two-year community
colleges; public school adult education; vocational schools and
people wit° can discuss. the special programs designed to meet
the needs of adults. The group discussions will enable all
students to get answers to questions that might not haVe occurred
to an individual, student. The session will also give them the
opportunity to make contacts with school representatives with
w horn they may want to have more detailed discussions.

2. "Group Discussion (

Students should be given the opportunity to meet together to ex-
change information and to Clarify with the educational! counselor
any questions they may have.

1
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F.. SETTING CAREER AND EDUCATION GOALS
AND DEVELOPING A PLAN FOR ACHIEVING
THEM -1

GOAL
00

The purpose of this unit is to help the student complete a
personal development plan for achieving her career objectives.
At this point she will need to review and compile all the informa-
tion she has gathered throughout the course. She should assess
her situation and set realistic goals. Keeping her long-term
career objective in view, she should plot a series of short-range
steps to it. She should understand that this process will be a
continuing one requiring periodic re-evaluation of adjustments.

.
i

LEARNING ACTIVITIES

Individual Activities

1. Corxijleting this Personal Career and Education Development
Plan form will require that the student consider all the material
and information that she has acquired throughout this course.
Since this career and guidance component has been structured
in a cumulative series of learning experiences, the student will
already have made many decisions. She will now have to set
down her career objectives to show a planned series of steps
toward achieving her goals. This assignment is lengthy and will
require careful consideration and perhaps re-evaluation of
tentative goals.

2. Personal Interview
,..

While the student is in the process of completing the personal
career and education development plan, she may want 'to consult
with a counselor. This should be encouraged, because the
more a student questions and debates her choices, the better she

w ill be able to articulate what she wants. The counselor should
constantly emphasize that the student isn't being asked to make '
final or absolute decisionsi.sh. is being,asked to formulate a

:1
,..

ki
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"working plan" that will enable her to achieve the career advance-
_rnent she desires. Thus she- shatldn't concentr-ate -on- filling in
the blanks, but on what she really wants and how to get there:
because that is the only context in which the plan will be meaning-
ful and worthwhile.
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4

PERSONAL CAREER AND EDUCATION;
DEVELOPMENT PLAN T

Ar.

1. Based upon the analysis of my abilities and goals,' I would
like the following.to be my next two positions:

o

a

.
,

2. In order to successfully compete for this next position 'what
education or training and skills do I rfeed to develop?

and

1

3. What added or new job experiences do I need?

4. What is there in rxiy current job, or what can be added to my
current job, to help me get the experience and development
I need?

4
.

;
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5. Are my gogas and v(lues compatible with the policies and
opportunities of my present company? Should -- and. would
I be willing to change ?

6. How can I acquire the necessary training I need?

a. Company bas d program's

Formal educates,
high school college,
specialized courses)

c.- Self Development

Spe cal Magazines
.14

Newspapers

.1)
krogramp, v ational school

Clubs, organizations

Books A

7. The following,is my personal development plan for the next
two years.

Activity'2

a,,
b.
c.
d.
e.

I
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8. LongrRangp Goal: I feel the highest position I could ever fill
would be at the level of:

X

9. How do you plan to get there? What interim jabs are needed?
How long will it take'? What feedback can you obtain along
the way in order to determine if your plan is working/

4.

1.z`
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SECTION .IV

TASK -BASED LEARNING MATERIALS

A. INTRODUCTION

B. ILLUSTRATIVE MATERIALS FOR 13 SEQUENCED TASKS

Read informational materials 57

Copying and comparing 177

Reception 187,
Answering telephone callS 193

Filing 203

Filling out forms' 217

Writing telephone messages . 227,
Research , 239

Initiate simple memos 251

Copy handwritteirdrafts 259

Use dictionary 269- -
Proofread typed manuscript 279

Transcribe from oral dictation 291

rJ
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IV. TASK-BASED LEARNING MATERIALS
I\

A. INTRODUCTION

This section is intended to demonstrate the way in which the tasks
that people perform on their jobs can be used,as, the baiis for learn-
ing and practice in language arts and career development.

Far purposes of illustration, we have selected and sequenced. in*
order of complexity, a series of 13 clerical tasks. A cover page
or pages describes each task, lists some principal, skills and
knowledge needed, and outlines a variety of learning activities.
The appropriate teacher, tutor and student materials follOw.

This section is, in no way intended,to stand on its own. It must be
used hand in hand with other portions of this curriculum. Primarily
a resource for Section II, Areas of Knowledge, the following task
pages and accompanying materials will also suggest many obvious
tie-ins to the ideas presented in the unit on Assessment (Section I-C)
and to Section III. Career and Education Guidance. How all these/
elements can be integrated for a particular group of students is
finally the choice of the program coordinator.

In essence, it is hoped that the illustrative units presented here will
stimulate coordinators of similar programs to devise theii own in-
structional material for the pirticular group and problems with which
they are dealing. A re-examination of the Task and Skill Charts
which intrOduc'e the curricThluricis recommended as the most useful
starting-point for designing individualized lesson plans.

Wherever feasible, the materials, suggested here should be aug-
mented with actual working materials students use: copies of letters.or memos the students produce from dictation at work or in typing
or shorthand courses they are concurrently taking...,' papers they
submit to their language arts instructor. Wiwi this course is offered
in conjunction with typing or shorthand instruction, work in spelling,
vocabulary, punctuation, sentence formation, paragraphing and proof-
reading should be designed around the actual materials provided in

139
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the typing or shorthand texts and workbooks.'

The materials we have selected or developed on our own reflect
'a number of convictions we have gained from some five years of
experience in language arts/careero development programs with
clerical workers.

1. Adults cannot be tested, or taught, at -"grade levels. "
An employes -woman who tests low on basic,,iitills can
and does perform complex tasks, both in Fier working
and nonworking life. The,moreadult and challenging
the materials offered to her, the more likely she, is to
be stimulated to a new and more successful experience
as a learner.

2. For adults who have been working a full day, it is
important to offer after-work learning activities that
are both 'varied and active, involving partitipation by
students both as individuals and as an interacting group.
It is also essential for students at all times to under-
stand clearly the connection between 'c they are learn-
ing and the practical goal of advancing job competencies.

3. In a career-oriented program, it-is particularly, valuable
to consistently tie work in such standard school subjects
as vocabulary, spelling, ,grammar, punctuation, pro -
nunciation and usage, to realistic, problems a competent
job ,performance.

4. In any program aimed at improving adult laaguage arts
,skills, some materials should be included which stimulate

students to enjoy words, to find or share new reading,
listening and speaking satisfaction. ,Thus we suggest
basing some learning activities on such nonwork-Oriented
materials as word puzzles, sentence games, short stories,
limericks, essays, quality current journalism, poetry.

5. Group discussions and role-playing are essential parts of
'this approach. Many students are initially ill at ease with
any but the traditional teaching approach: they are used
to being talked, at, given rules to memorize, and expect
a "teacher" to pour knowledge in. This program, however,

I.
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should introduce the student to learning as an active
process.

Rolep 'laying is particularly useful as a teaching technique
in a competency-based program;'.first, to engage the
student's interest and concentrated attention; second, to
provide ample opportunities throughout the program to
learn by doing; third. to develop within the student
greater self-confidence and ability to relate to others.

A brief how-to-guide on role-playing techpiques follows.

IR OLE PAYING

What Is It?

A tool for learning in which people act out problem situations
and then analyze the enactment. These enactments help the
players and the audience 'look at the interactions of people in
some speAfic Foie, such as supervisor, customer, teacher,
co-worker,- interviewer, etc.

Why Use It?.

A. It is active.
It can help, the group see things about human_behavior
(their own and others' feelings).

C. It gives everyone a common experience.
We see it, hear it, and, if we are one of the actors,- -
live it.

D. It can help us gain new skills for,dealing with problems.
E. It gives us a chance to experiment with our behavior

make mistakes, try new,sktils, etc.

Steps in Role Playing

A. Define the problem. What are we trying to understand?
B. Set up a _situation showing the problem.*

.Keep away from personalities.
C. Cast the characters. Either select them or use

volunteers. 'Keep off toes!
D. Warm up the actors and observers. Be sure actors
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and audience know the problem, and what to watch for.
E. Act it out. p
F. Cut the action when it reaches an impasse and/or there

is enough Material, so the audience can analyze it.
G Discussan-d-analyze-Th-Featuation-jiistd7-"Rilate

it back to original problem. -Keep it to what happened
on stage.

Fl. Pin down what was learned..

-
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Taxkl--Rea-dimftirmattonal-nrateria Er

Basic skill needed for such
common entry level tasks as:
routing mail, filing, using
directories, filling out forms',
understanding company pro-
cedures and benefits.

Suggested skills and knowledge emphases:

Scan for the main idea, supporting detail, facts sought
for special interest

Handle a basic vocabulary of business and general
interest

Comprehend office and career'-related materials
Summarize -

Judge the general significance of written material
Pinpoint personal relevance of material

Suggested exercises and assignments:

1. Brief session on reading and vocabulary
(See Section ft for approaCh),

2. Vocabulary Notebook

Introduce this semester-long "assignment"
Have students do sample notebook page, based

n-V-Women-A-re=od-the-Movei-1-1-an-exeerpt-from
a business publication (attached)

Encourage discussion of this round-up review
of women's prospects in employment

Homework: Add new pages to vocabulary notebook,
from program reading assignments,
from office conversations and work.
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3. Comprehensive Beginning Sessions, combining
work on reading, grammar and usage, and composition:

(Attached: Instruct Or's Guide, two sample reading
passages)

4. Reading, Writing and Speaking Study Unit on the
feature article, ."Break Up the Family" - intermediate
level. (Excerpt and Instructor's Guide attached, )

O

14.1

.158



"WOMEN ARE ON THE MOVE"

One of the most, significant developments in America today is the movement for equality in
women's rights and the elimination of sex discrimination in all walks of life. This movement
is not a fad or an aberration, but a major social force, with great and growing impact on
business and other social, political and economic institutions. As such it must be taken
seriously by business managers: its future potential must be foreseen, and constructive
responses must be designed to meet legitimate demands. To understand the true significance
of the movement we must look beyond the extremism and flamboyant demonstrations to
the basic forces that provide its dynamism.

Having gained momentum in World War II, the women's rights movement has developed
rapidly in recent years as social forces created a climate that became steadily more
propitious. Among these supporting forces were increasing levels of education, the changing
work-mix of the economy, with growing emphasis on professional, managerial, clerical and
services functions; a decline in the birth rate, labor-saving devices in the home; the
idea-dissemination force of mass media, and the precedent-setting impact 'of the minority
rights movement.

Women's rights are starting to receive strong political support, and the Federal
government. is moving swiftly to enforce laws against sex discrimination, to insist on the
development of "affirmative action" plans and to prosecute offenders. In addition, an
increasing number of individual and class- action suits alleging discrimination in pay and/or
employment opportunities is being filed, and the courts have been handing down verdicts
generally favorable to a broadening of the scope of this movaittent.

Over the next ten years we can anticipate the beginnings of a redefinition of sextoles in
American society and of greater immediate impact major changes in the employment
field. On the broad societal level, there s likely to be a marked trend toward a greater
sharing of responsibilities for the home and family, a trend which seeks to free both women
and men from stereotyped roles. On the political front, there will be a renewed
self-conscious activism by women, seeking to increase the representation and influence of
women in political institutions.

In education there will be changes in curriculum and counselling, to prepare girls and
boys to engage in whatever careers will best utilize their individual talents. On the legislative
and legal fronts there will be moves toward abortion law repeal or amendment; attempts to
liberalize 1 ws governing women's legal, marital and employment rights; and the invalidation
of virtu y all labor laws "protective" of women.

It vial be in the field of employment, however, that the greatest changes will likely occur.
Women Ireadir account for 38 percent of the civilian labor force (31 million women were
workin in 1970), compared with only 28 percent in 1947. More,and more, working women
are, pically, married, better ,educated and more mature. They are, however, over-
re spited in lower-paid, lower-skilled occupations, and correspondingly under-represented

managerial, professional and technical ranks!
In the next decade women will account for 42 percent of the labor force increase, and by

1980 some 37 million are likely to be employed. There will be an opening up of more jobs
and training programs for women, leading to a better balance of women and men
throughout all job and skill levels. Simultaneously, pressures will increase for a review and
reclassification of jobs to ensure equal pay for equal work, and for, the opening of more day
care/child development centers as a means of enabling mothers to take full- or part-time
johs.
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COMPREHENSIVE BEGINNING -SESSIONS
1

Instructor's Guide"

TO THE INSTRUCTOlt:\

An effort should be made to select interesting and stimulating
reading material. In adaktiOn, the material should be such that
it lends itself to adaptation for initial instruction in grammatical
analysis and English usage\As. The material must also support
vocabulary development.

The materials selected should include reading passages ranging
ihdifficulty from,"easy" at the 6th grade level to "difficult" at
the 12th grade level. For entry-level clericals, passages falling
into the 6th to 10th grade levels should predominate, at least in
the early weeks.

c/

Level of diffic'ulty might be determined on the basis of the Flesch
Readability ForMula as modified by Farr, J. M. , Jenkins, J. J. ,
Patterson, D. j; "Simplification of Flesch Reading Case Formula,"
Journal of Applied Psychology, 1951, 35:333-337.

I

Six Basic Skills

An examination of the .literature on reading corn' prehension will
show the number of related skills to run from a low figure of 18
separate skills to several hundreds in various studies. (See
Cooperative Reading Testes. Princeton: Cooperative Test Service,

.

Given the limitations of time andlresources, and the special work
needs of the. student population, try to emphasize the development
six of theiie reading skills:

w
1. Finding the SUBJECT'M.ATTER
2. Determining the GENERALIZATION
3. Identifying the SUPPORTING DETAIL

148
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4. Determining the SIGNIFICANCE
5. Drawing CONCLUSIONS
6. Deterniining the meaning of a word in context

(VOCABULAR7 IN CONTEXT).

The above labeling of the skills is based on the following:

1. A communication is about something. This is, of course,
the "topic." We label it SUBJECT MATTER.

.

2. The communication can be thought of as making a statement
' about its SUBJECT MATTER. This is the "main thought, "-

or "main idea." We label it GENERALIZATION.

The-author of a reasonably well written communication
will usually support the GENERALIZATION with detail; for
example, illustr1atipns; elaborative des ription; anecdotes;
etc.

4. In some communications the author will establish the
GENERALIZATION and then move on to a suggestion or
command to the reader to take action. The action becomes
.a logical step if the reader accepts the GENERALIZATION.
We label this call to action the SIGNIFICANCE.

5. Further, the reader himself may draw some conclusions
p'om any part of the communication. We label these

-' CONCLUSIONS.

6. VOCABULARY IN CONTEXT - understanding words and
phrases in reading context.

Ge.riain_ques tions_oaniunciiOn_a s_gui d ethics Jor_ eading_compze
hension. Once the student learns these basic questions, learns
to ,ask them, and then arrives at logical responses or answers to
a given passage, he can be said to have good comprehension of
that passage. He also, of course, becomes less passive and more
purposeful in his reading.

The acceptable responses or "answers" toi these ba.q.ic questions,
of course, need not always be specifically stated. Sometiines
they are implied. Note, beyw, that each skill is related to a

',1"1;9
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question.

THIS ;KILL ANSWERS THIS QUESTIO
,

1. The SUBJECT M.A.TTER-.' "What is this about?
1

2.' The GENERALIZATION "Vy.hatis the main thing the _

author says (or implies)
about the SUBJECT MATTER ?"

- ..,..\4-"
3. The DETAIL

,
"Why?" "How rAttc...kZ,L....21ow?"

I/ 4. Elie SIGNIFI ANCE What"What 3oes the author want
.. / : me to do about the

GENERALIZAT.XIN?"

Iw

5. The CONCLUSION

The Concept of Pattern

"What can I infer from the
Passage?"

Patterns of thought are not hit-or-miss,;,:They:J.Q1low,upon, and
serve 'to fUlfill, the author's purpose in writing.

The basic patte,rns'are:

1. Persuasive Pattern - The author's purpose is to
Ftersuade, to convince, and perhaps, to provcpke an
action from the reader.

Z. Informational Pattern - The author's purpose is to inform,
to impart facts. She or he seledts a topic, assembles
data on various parts of the topic, and then arranges the
total communication 'in as logical an order as pessible.

3. Narrative Pattern - The author's, purpose is to tell a
story or set down a sequence of events.

J

Using "rapes of Passages: Comprehension, Speed, Vocabulary '

Readers may know a.word when they hear it and not recognize it
when they read it... Experiments conducted at the Rutgers School.
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of Education and other universities, incheartr-ttra.t a multi-
sensory approach aidi comprehension.

In such an approach, a tape of the passage is played while the
student reads the paapage silently. One factor that aids the
student is that the student has two chances for understanding
the vocabulary -- through hearing the word as well as through
seeing it.

In addition to the vocabulary dimension, the book/tape approach
appears, on the basis of experimental evidence, to aid other-,
comprehension factors. Tapes, which, are, geared tai rates of
speed from 150 to 400 words per minute, a pear to have a
positiverect on reading speed.

S

English Grammar and Ake: Fundamentals for Writing and
Speaking

The Job Task Analysis indicates that reading is only one function-
al need of adults in clerical and secretarial poditions. A second
need relates to the ability to compose sentences, paragraphs, and
more extendid-communications such as memos and letters.

The exercises accompanying each reading passage present an .
effort_to develop grammatical skills useful in writing and speaking.
The attached exercises illuStrate, at.the simplest level, a reading
exercise approach that cuts. a.c...z>bs several traditionally separate
distiplines. The 1,-.1.--guage ai-Ls instructor is encouraged to make
full,interdisciplinary use of reading selections keyed to the parti-
cular level and needs of-students.

Committee Work: A Useful Technique

One good way to have studerits work in class is to have them, in
roups of three or five; compare responses and discuss problems;

StUdents enjoy matching responses and arguing, among them-
selves, for their choices. A further advantage relates to the
protection this arrangement providcs to the'sLudent's "ego."
Reviews of responses in general session should by conducted
primarily in' terms o questions:.

151
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PASSAGE I

Directions: While a tape of the passage is being played, read
the passage silently: The tape will be played
twice. Read the passage silently each time the
tape is played.

* * * * * * * * * * * * *

1. At a time when many people are looking fon work,, jobs
are going-begging in one field: According to one expert,
more than 30, 000 secretarial positions are now available
in New York City. 4

2. The shortage of appliCants is especially puzzling, since
the salary would seem like an alluring fortune to the
unemployed or the underemployed. Salaries for secre-
tarial positions range from $150.00 per week Tor a beginning
typist, to over $200. 00 per`week for an experienced
executive secretary:

3. The shortage of secretaries is not new. The problem
developed during the economic boom of '60's, when
the demand for office help soared and the number of
qualified secretaries decreased. Thi&discrepanc.y has
survived a harsh recession and another boom.

4. There are at least two reasons for the paucity of
qualified secretaries. One reason is that many women
are better educated, than before and want careers in
other professions. A second reason is that the flight
to the suburbs has drained, the pool of trained personnel
in the City. The unemployed and underemployed who re-
main in the inner city lackthe necessary language, typing
and .shorthand skills.

5. Robert Marcus, president of a local personnel agency, said
recently: "The value of the job is greater than at any time



in the past. A secretary is worth her weight in gold.
There are people around, but what they lack are skills."

Adapted from, an article of
unknown authorship. Thg
New York Post, September 4,
1974.

Passage I -7 READING EXERCISES

Directions: Resporid to the questions below. X1l respones
should be stated in as few words as possible.
Ask one member of The group to take notes on
the group discussion for 15 minutes.

* * * * * * * * * *.*

1. In your opinion, what is the main'Point the author of this
passage is trying to make?

WhiCh para.graph-best states this main point?
.-'1 1-

2. Fro the author's point of view, why does the situation
desciibed...in the passage exist?

Which paragraph best states these reasons?

Igo' What course(s) of action might you take, now that you
aware of the situation described in the passage?

4. Iri your opinion,' which of the following is the author of
the passage trying to do?

(a) Persuade (or,convince you of something

(b) Inform (or provide you with facts) about a situation

(c) Narrate (or tell you)a story

5. What would be a good title for this passage?, (Remlmber,
title should tell the reader what the passage is abouL)
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Passage I - VOCABULARY

Directions: Listed below are several words from the passage.

1. Read the passage in which each word is
used.

2. Try writing your own definition of each ,
work, as it is. used in'the passage sentence.

3. If you need help, look up the word in your
dictionary and write the most 'suitable
definition that you find there.

Y

1. Expert

2. Alluring -

3. EConomiC -

4, Demand .7.

5. Discrepancy -

6. Paucity -

Directions:

* * * * * * ** * * *

List below and define any other words from the
passage, the meanings of which you are not sure;
use your dictionary.

1o4
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PASSAGE II
,

Directions: While a tape of the passage is being played, read
the passage silently. The tape will be played
twice. Ilead the passage silently each tiine,the
the tape is played.

* * * * * * * * * *

1. If an auto is equipped with a horn in Lebanon, it does not need
brakes. The right-of-Way at intersections always belongs to
the driver with the most nerve.. Motorists have the righ4t;of-

._
)' sideways.

2. A red light is meaningless. Not only do gars turn right on
red, they alio go straight or turn left. r

3. On the-narrow, curving roads in the mountains, the speed
limit is simply as fast as possible. Accelerator to the floor:-
board, drivers with fast cars zoom around curves in the
mountains or even pais on the wrong side, horns blaring.

4. A driver who causes an accid4nt may be arrested, if he waits
around until the police arrive. There is a law against leaving
the scene of an accident, but hit-and-run drivers are seldom
caught. On the few occasions when they are caught, the fine
is only 15 Lebanese pounds, or a little more than ail American
dollars.

5. Even a fatal hit-and-run isn't considered serious! It is a
misdemeanor and the punishment is ten gays to three years
in jail. The driver often gets off with the minimum sentence.

6. It is against the law to drive while intoxicated. However, the
police have no equipment to measure intoxication.

7. The few traffic violators who are charged usually escape
penalty. Earlier this month, the government approved a
general amnesty for all 1973 traffic violators who had charges
still pending against them:

Adapted from an article byPRZrb Warden in Beirut, The New
York Post. February 13, 1974.
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Passage II - READING EXERCISES

Directions: Respond to the questions below. (All respomes
should be stated in as few words as possible.
Ask one member of the group to'take notes40n
the group discussion. (15 minutes.)

t;
1. In your opinion, what is the main point the author of this

passage is trying to.rnake?

2. Froth your point of view, why does the situation described
in this passage exist?

3. What would be a good title for this-passage? (Remember,
a title should e stated zn few words and should tell the
reader what the passage is about. )

4. In your opinion, which of the following is the author trying
to do?

a) Persuade or convince) you of something;

b) Inform (or provide you with facts) about a sit ation;

c) Narrate (or tall yot.;`,a story,. se

5. Does this passage motivate you to take any action on the
situation des 'bed?

t. 6a. Does the author state in writing any reasons for the situation
he describes? ,

6b. Does the author imply any reasons for the situation he
describes?

v

6c. What are these r,easong9

1{36
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J
. Passage II - VOCABULARY

Directions; Listed below are several words related to the
____

passage and the study exercises. Write a
definition of each word. Use your dictionary
if necess'ry. 1

* * * * * * * * * * * *

1. Intersection -

2. Pedestrian -

3. Accelerator -

4. : Seldom -

5. Misdemeanor (law)

6. Felony (law) -

7. Minimum -

8. Intoxication -
,

9. Amnesty -

10. Infer -

11.
I

Implicit -

12. Explicit -.
..

*`,* * * * * * * * * * *
.

Directions: List below and define any other words from
pa,,ssage, the meaning of which you are not
sure. Use your dictionary.

../
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BREAK UP THE FAMILY

By Richard 'Sennett

Up to the nineteenth century, European families throughout the
ranks of society were an intricate web of relatives; instead of
husbands and wives living alone, clusters of married couples
lived together, Due to the accident's of war, disease and work,
uncles and cousins often took the place of absent fathers, and as
many as twenty or thirty children were tended by this network
of parents. If we looked in America today for a parallel to these

f amines, we would be more likely to find it among the ranks of
the oor than amon those of the middle class.

The rise of the small and private family has coincided with the
rise of modern industry. Some sociologists believe the small,
private family accustoms men to the limited and fragmented con-
tacts they will have whenithey.go out to work in offices or factories.
For instance,, the fact that father had a strict rple in such homes,
as the economic provider and law-maker but not the source of
tender, "maternal" love, should teach the children that in the
world kindness doesn't make for economic success.

Many social scientists, black and white, have seen in the e
tended family, where two sets of parents live together or gran
parents tend the home, a shield of strength and,support betWeen

. poor people who-would otherwise face harsh economic realities
alone. Other writers stress that theMother-centered"family is
no more or less true of poor Blacks than of poor Irish.

Still: many influential p cholars insist that the "normal" family
should contain both a father and mother, and it should also be a
small family, with a few children, and with no outside relatives
living in the home,, This family should be private and insulated.
But is this idea valid? I think it is contradicted in'two ways.

Social scientists are discovering that ohildren reared in such
homes are often less successful than children of the same back-
ground who have grown up in the'old-style, extended homes. The

2



facts are still sketchy, but they seem to show that the families
in which a majority of middle-class )eople live are, not the best
kind of preparation they could have for dealing with the work
world.

There are signs that this kind of family is not performing as it
should. These signs are the cries of boredoth, -of aimlessness,
of discontent that children raised in such homes during an era of
unparalleled affluence are making. There is a groundswell of
communalism in this country among the young, and not just among
the minority who tare radicals. There is a yearning for human
contacts which will approximate the richness of extended family
life in the past.

I believe this revolt agairist_the narro_w_confines of .iddle-
classclass home is not a fashion of the youth culture that will disappear.
History is too much on the side of the young. The small and
private family seems to have been a historical fluke that destroys
itself under conditions of economic stability and affluence.

Adapted from New York Times
July 19, 1971

ff
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Study Unit on the feature article

"Break Up the Family"

Distribute copies of the article and have the group read it
silently in its entirety.

Have members of the group read it aloud paragraph by paragraph.

Make a note of all mispronounced words.

,Ask each student to write down every word she doesn't know.

Conduct a general discussion about the article.

ugges

What is the main idea or the central theme of the articlei?-

What does the article say are the advantages of the '
small and private family?

What other advantages can you think of?

What, does the article say are the values of the extended
family?

What other values can you think of?

Ask the same questions about disadvantages .

pn the blackboard, make a list of mispronounced words
words not fully understood

Repeat as a group the correct pronunciation

Look up definitions

Write them down in notebooks

.160
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Either for homework or for following session:

Use new words in sentences.

Write a few paragraphs giving your own views on the sub-
ject.

Correct and return homework.

161
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Task: Copying and Comparing.

Copying names and addresses,
and comparing with original
material.

Typing folder and address
labels, rile and. index cards,
addressing envelopes, com-
piling ts ; comparing work
with original materials to'
locate and correct errors.

4

+ Suggested skills and knowledge to be emphasized:

Follow instructions
Understand. job to be done (=follow model)
Check And doublecheck work for accuracy (proofreading)
Compare accurately
Spell correctly
Punctuate correctly

Suggested learning activities:

ARCO name, address anenumber comparing exercises
Similar exercises available in review books for civil

service tests
Copying exercise

162
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COMP"AlING

Compare each a)dress listed in Column A with each address in
Column B. If the address in Column A is written exactly as the
one in Column B, write an X in the column for Same. If the
address listed in Co lurrin A is different from the addres,s in
Column B, write an X in the column for Different,'

Column A Column B Same

1. 153-16 64 Drive 153-16 64 Drive

2. 160-21 88 Road 160-12 -88 Road

3. 50 Jerusale4venue 50 Jerusalam Avenue,

4. 120 Wedgewood Lane 120 Wedgewood Road

Different

5. 186 Lafayette Street 186 Lafayte Street

6. 28 Sterling Place 28 Sterling Plaza

* M *.* * * M M *

Compare each date in ColUmn A with each date in Column 13.
in- the date in Column A is written exactly the same as the date in

Column B write an X in the Column for Same. If the date in
Column A is different from the datti in Column B, write an X in
the column for Different.

Column A Column B

1. Sept. 3, 1965 Sept. 13, 1950

2, Jan. 20, 1960' Jan. 20, 1960

3, Feb. 12, 1962 Feb. 21, 1962

4. Sept. 14, 1965 Sept. 14, 1g56

5. April 2, 1966 April 2, 1966

6. June 30, 1966 June 3, 1966

7. March 12, 1965 March 21, 1965

Different

List the dates in Column A so that the latest date is first on the
list and the earliest date appears last.
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COMPARING TEST Time: ,5 minutes

ADDRESSTHECKING TEST THREE

DIRECTIONS: This is a test of your speed and accuracy in com-
paring addresses. For Part I of the test, blacken the proper space
under A in the Answer Sheet if the two addresses are exactly alike
in every way. Blacken B if thfiyaN not alike in every way. For Part
II of the test, go back to number I on the Answer Sheet. But this
time blacken the space under .1) if4e rwtO addresses are exactly
alike in every Way. Blacken the."Vdce under F if they are not

(exactly alike, in every way. Allow exactly fit r mtnures. ,

PART I

I. 243')-gston-Ave.
2. 408 W. Hamilton Dr. 408 E. Hamilton Dr.
3. 20 Hammerly Sq. 20 Hammerly Sq.
4. 193-08 50th Ave. 1 -05 50th.Ave.
5. 8949 Astoria Blvd. 394 Astoria 01,
6. 155 S.W. Flushing 155 S.W. Flusher
7. 4319 S. Elmont Rd. 43119 S. Elmont Rd.
8. 64 Woodbourne Ave. , 64'Woodburn Ave.
9. 1421 N. 38th Ave. 1421 N. 38th Ave.

10. 289 Continental Pl. 289 Continental Pl.
11. 1654 Putnam St. ) 1'644 Putnam St.
12. 1610 Mott Haven 1610 Mott Ave.
13. 4335 W. 167 Ave. 4335 W. 267 Ave.
14. 4192 N.W. Illinois 4192 N.W. Illinois
15. 3374 Ashburne House 3374 Adbourne House
16. 1719 Pleasant Ru Blvd. 1719 Pleasant Run Blvd.
17. , 3857 S. Morris St. 3857 S. Morris St.

PART H

1. Bradford, O.
2. 2131 W. 18th Dr.

)3. Townley, Texas
4: 2525 Wavecrest Ave.
5. 123 Linden P1.
6. 5929 Washihgton Blvd.
7. 4628 Park Ave. N.
8. 1235 Meridian St.
9. 7832 Ruckle Pl. S.W.

10. 3422 E. Tenth St.
11. 629 Beveridge Cir.
12. 6888 Forster Ave. W
13. 4531 E. 59th St.
14. Melrose Park Mich.
15. 1871, De Quince, Blvd.
16. 2436 Massachusetts Ave.
17. 3951-D 29th St. E.
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Bradford, 0.
2131 W. 18th Dr.
Townley, Tenn.
2825 Wavecrest Dr,
123.Linton P1.
5929 Washington Blvd.
4628 Park Ave. E.
1235 Meridian St.

17832 Ruckle Pl. S.W:
3422 E. Tenth St.
621 Beveridge Cir.
6888 Forester Ave; W.
4531 E. 59th St.
Melray Park Mich.
1871 DeQuincy Blvd.
2436 Massachusetts Ave.
3951 -D 29th St. E.
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COMPARING TEST
Answer Sheet

ADDRESS CHECKING TEST THREE

DIRECTIONS: This is a test of your speed and accuracy in com-
paring addresses. For Part I of the test. blacken the proper space
under A in the Answer Sheet if the two addresses are exactly alike
in every way. Blacken B if they are not alike in every way. For Part
II of the test, go back to number I on the Answer Sheet. But this
time bltrcken the space under D if the two addresses are exactly
alike in every way. Blacken the space under E if they are not

exactly alike in evry way. Allow exactly five minutes.

4

PART I

I. 2439 Langston Ave.
2. 408 W. Hamilton Dr.
3. 20 Hammerly Sq.
4. 193-08 50th Ave.
5. 8949 Astoria Blvd.
6. 155 S.W. Flushing
7. 4319 S. Elmont Rd.
8. 64 Woodbourne Ave.
9. 1421 N. 38th Ave.

10. 289 Continental Pl.
II. 1654 Putnam St.
12. 1610 Mott Haven
13. 4335 W. 167 Ave.
14, 4192 N.W. Illinois
15. 3374 Ashburne House
16. 1719 Pleasant Run Blvd.
17. 3857 S. Morris St.

PART

.. Bradford. 0.
2. 2131 W. 18th Dr.
3. Townley. Texas
4. 2525 Wavecres1 Ave.
5. 123 Linden PI.
6. 5929 Washington Blvd.
7. 4628 Park Ave. N.
8. 1235 Meridian St.
9. 7832 Ruckle Pl. S.W.

10. 3422 E. Tenth St.
I1. 629 Beveridge Cir.
12. 6888 Forster Ave.. W.
13. 4531 E. 59th St.
14. Melrose Park Mich.

2449 Langston Ave.
408 E. Hamilton Dr.
20 Hammerly Sq.
193-05 50th Ave.
$949 Astoria Pl.
155 S.W. Flusher
4319 S. Elmont Rd.
64 Woodburn Ave.
f421 N,38th Ave.
289 Continental Pl.
1644 Putnam St.
1610 Mott Ave,
4335 W. 267 Ave

-4192 N.W. Illinois
3374 AdbdurpItc House,

1719 Pleasant un Blvd.
3857 S. Morris St. -'.t.

Bradford, 0.
2131 W. 18th Dr.
Townley, Tenn.
2825 WavecrestoDr.
123 Linton Pl.

p5929 Washington Blvd.
4628 Park Ave. E.
1235 Meridian St.
7832 Ruckle PI, S.W.
3422 E. Tenth St.
621 Beveridge Cir.
6888 Forester Ave.:W.
4531 E. 59th St.
Wray Park Mich,

Camel Avirmin

A 9 .C 0

1 11 11 1
A C

211 1 'i
A 9 0

3
A C 0

11 I 11 11

A C 0

A C 0

6i. $ 1
A C 0

71
11 ,11 11

A C

11 i
A S C 0

9 1 11 11 1
A C 0

101 11 11 1
A C 0

11 11 5 '1:
A

5

0

12 11 1:

A t C 0

1311 I 1
A C 0

141 ii , I: ii

A C 0
15 I :2

c 0

il
5:: i4611 ::

A C 0
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15. 18.71 De Quincey Blvd.
16. 2436 Massachusetts Ave.
17. 3951-D 29th St. E.
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1871 DeQwncy Blvd.
2436 Massachusetts Ave.
395,1-D 29th St. E.
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ASCOt
111 5 5 11 11Ate, t
211 -II 11 11

A C '0 t
3 ii
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4 II ii iiASCO
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COPYING -- PLUS

Your job is to make up a. daily list of people who sent in contri-
butions to the National Council of Negro Women.

Today six-envelopes came in with donations: a Mailing List
Sample ,(attached) to show you the format and style to follow on
your list; the Zip Code Directory; your own English Language
Arts textbook; and the telephone directory (for an alphabetizing
sample).

Exercise

A. List the last names of the six contributors in alphabetical.
order.

1. 4.
2. 5.
3. 6.

B. In the order you just set, "copy" out each donor's full name.,
and mailing address. Follow the format and style of the at-
tached Mailing List Sample. Consult the zip code directory
when needed. Since this Het will be added to NCNW's mail-
ing list, it is important for you to 1) copy. accurately and

missing information.

* * * * * * * * * *

Copying sounds like a simple task. But let us analyze everything
we are doing, whether we realize it or not -- and all the infor-
mation we draw on when we do-it:

L Reading handwriting
2. -Writing clearly
3. Knowing the address format our employer prefers (iample

mailing list, index card, sample, address labels)
4. Following a consistent pattern: 3 separate lines for name,

street addl.:less, and city, state and zip code; use of numbers,

id
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abbreviations.
5.. Using proper abbreviations (Mo. , Conn.)
6%., Using zip code directory
7. Use of commas, capital and small letters
8. Transposing correctly
9. Checking for accuracy

10. Noting omissions and filling in information
11. Alphabetizing

A
I

S...................^-,

C. Discussion and second chance to perfect the list.

---"-' D.

Check your list, ask any question you need to, and make
any corrections you now think it needs.- Put your name in
the righthand corner.

Pass your,list to the student at your right.

Check the list you get against the,original donation slips.
In red pencil, correct any mistakes you find,and mark any
other changes needed. If the list you are checking is perfect,
mark OK. Turn in to the tutor.

ob

Any New Words for Your Notebook?

montage format

resources analyze

donor sample

st 4.-r!"--
-At,,

1.67
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40Enclosed please find my contribution of S
n_

for the 60th Birthday
,Campaign to honor Dorothy Height and the great work to which she has dedi-
cated her life.

2 _

NAME 3 acv I M w4--L,.\

-STREET I % 7 o N3 , S L.4".e. ik-u

I

CITY C L't C.-a-41 L.7 STATE ZIP

Please make check payable to National Council of Negro Women, Inc.
All contributions are tax-deductible.

CR-3 ,

Enclosed
please

find WI contribution
ot S' 4)

Campaign
to honor

Dorothy
Height

and the great
wor1(

to
whibh zi,.

5
Gated

her lite.

NAME

SIREET
STP,IE.

Please
make

check Payable
to National

Council
of Negro

Inc.

P,1lcontributio

are tax-deductible.Ctri

1'

GR-3 r"
Enclosed please find rny contribution

of S 1---
cated her life.

Campaign to honor Dorothy Heighrand the great work to which
e

she
60th

has dedi-

for th Birthday

NAME /dkF-,:z
STREET

.
Cj
Please make check payable to National COO

STATE
ZIP iaj)1

CII of Negro Womert, Inc.CR-3'
All contributions

are tax-deductible..

-

. i
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OWN,

Enclosed please find my contribution of S 3 for the 60th Birthday
Campaign to honor Dorothy Height and the great work to which she has dedi-

t
cared her life.

NAME

STREET

tVes) Mcurg
2.1 M 0A vs S-t,<-42.4-,

o 3
CITY 0 s veg., STATE N) - ZIP

Please make check payable to National Council of Negro Women, Inc.
All contributions are tax-deductible.

.CR-3

Enclosed please find my contribution of $ for the 60th Birthday
Campaign to honor Dorothy Height and the great work to which she has 'dedi
cated her life.

NAME (Ze.Ar/ 7Xe.-64-C; 5/2
STREET 7 o
CITY 1/ 4.4.4-0.411lics- STATE

Please make check payable to National Council of Negro Women, Inc.
All contributions are tax-deductible.

CR-3

Enclosed p 1,poo.colease find my contribution of $ for the 60th Birthday
Campaign to honor Dorothy Height and the great-work to which she hat dedi-
cated ter life. '

ITT Contribution Fund
NAME

STREET 320 Park Ave.

New York 10022
CITY STATE ZIP

Please make check payable to National Council of Negro Women, Inc.
All contributions are tax-deductible.

CR-3

1Q9i,
184'
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7 SAMPLE MAILING LIST,

Dr. Sol Altfichul
710 Lamon
Wilmette, Ill. 60091 _

HenryMr. Barrie
180-42 39th,Avenue
Flushing, N. Y. 11358

Miss Nancy .0. Bowdler
5822 Elmer Street
Pittsburg, Pa. 15232

Mrs. Pearl Brown (Eugene)
169-02 116th Avenue
Jamaica, N. Y. 11434'

C
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Task: Reception

Directing people to proper
offices; giving infoimation
about company and services

Suggested skills and knowledge emphases:

Recognize what one knows and.does not know
Know where to find information
Use directories, files and other reference aids
Speaking: Express oneself clearly and concisely,

with self-assurance and warmth
Listening: '

Deal with public: listen, understand and respond
to 'people; understand and communicate company
policy
Deal with fellow workers: understand the nature of
the different-jobs different people do

Use go&I judgment when giving out information:
be aware of permissible limits, of how to qualify
statements, mollify angry or unhappy people, ask
right questions in right tone

Sufustecments:
1. Session on the basics of speaking and listening

(See' Section II)

Homework assignment: Do a brief interview with
someone you know who has an intere sting job,

.taking notes so you can report to the class,.
(6..T your interview.

Have each student deliver a brief talk reporting
on her interview standing in front of the class

-(not reading from notes). Encourage students
to join in helping each speaker relax, project
voice and message, gain some practice in
speaking before a group.

171
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2. Session orroleplatying practice in speaking and listening

Choose two students: A - for the 'reception desk jol?;
B - for the visitor or staff member who approaches
her.

Outline a brief situatiali for the students to act out,
while the rest of the class notes various strong
points and weaknesses -- in what the role
players, say, how they get their mess-age across,

- their attitudes, speech, gestures, carriage.
Review each role play with the class, andsthen set

up another, making sure that everyone takes
00 part in at least one role-playing situation.

'Some sample situations for reception:

A is a receptionist at the local telephone office.
Mrs. B enters, very upset. She has been
charged for a long-distance call to Califo?nia
which she never made -- on six billings, after
trying twice to straighten the mistake out on
the telephone..

A is a 'receptionist at a real - estate firm. A
woman enters, demanding belligerently to see
the president. She represents the aggrieved
tenants of a building the firm manages, and
has gotten no.satisfaction from Mr. Landry,
the agent assigned to the building. Despite her
loud and hostile manner, she has come- to
report on a situation the company needs to handle
skillfully.

.Ais a receptionist at a cosmetics manufacturing
arm. A woman'enters, asking vaguely: for all
the information she can.get on their products.
She is actually a potential buyer for a department
store in Colorado, and Wants to look over the line
and prices - but at first seems like some of
the many people wholust wander in off the street
to look around at the glamorous office.

172
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A works for the city, in the main Board of Education
office. There is a major crisis of budget cutting.
The City Council -- which controls the money -- is
insisting on lunch-hour time sheetsAaa-+-the whole
staff, top executives as well as clerks':
A is the receptionist who will have to keep the time
§heets, as people leave for and return from lunch.
B is the personnel director who comes to give her
this new assignment, and-talk over any questions or
prOblems.

3'. Pronunciation session

Brief discussion of common pronunciation problems:

this/dis
that/dat
get/git
just/jest.
ask/aks
going/goin
let me/lemme
give me /gimme,

Pronunciation devils (attached), for use in small
gr:As, with volunteer tutors

Introduction to dictionary key to pronunciation (see
the American Heritage Dictionary introductory -
Guide to the Dictionary, p. x xi, and attached
sample page)

r
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0

SPEAKING: PRONUNCIATION DEVILS

Read the following composition.slowly and distinctly. Your tutor
and your workshop partners will be listening to hear whether you
mispronounce any of the problem words in this story.

"Let Me Tell You About Marie"

Marie is a very interesting individual. She looks like" such a
feminine little thing. You'd never guess she' athletic.
She bowls twice a 4week. She takes long walks at lunchtime --
just to breathe in the oxygen, she says. Have you ever noticed
her striding along on a rainy day under a red umbrella?

You know who I mean: Marie is a clerk in the 4th floor library.
She may not be stuck-in that job much longer. She's Mr. Temple!s
leading candidate for the next typingajob that opens.

It will probably be the job Lois has. She's going to be leaving
it in ranuary. Lois is being promoted to a job as secretary in
the Statistical Division. So by February, Marie will probably

,,fir'- get the typing job and the raise that goes with it.

If you ask me, 'Mr. Temple may not recognize what he'S letting
himself in for. That mischievous child of Marie's is a real
troublemaker in kindergarten. The teacher calls her at work to
come fetch him once a week or more. I hope she can persuade
him to behave better. Otherwise she won't be able to turn out
an acceptable quantity of work on.irdr new job.

.174
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Standard

interesting inne re stin

Non-Standard

, in- di-vidual innavidjal

ath-letic athale tic-

ox-a-jen ock..ptrezagifr o.3 o >> o ^,:o o

um- bre lla umber -ella ,...!,. Ate.

lie-brerry lie -berry

leading le adin;,... , _ -... ....

can-di-date cannidita! . 0

probably pr oily
,-7--

going to gonna, goin to

secretary seck-a:zitrrL ... ..-, ,--, .. .-4, .. 4. : o ., ,r . ,
statistical statis sickle

v-7 7 .-:--------:--

. February Fe buary

re cog -ni ze re ckonize
...

letting le ttin

mis-chiv-ous mis-cheeveeous

kinder -gar te n kinna -.gar de n

acceptable -ass -ept- able

quantity quanity
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Task: Answering telephone calls

Screening, routing% taking
occasional messages

Suggested skills and knowledge emphases:

Sp e,..king skills: speak clearly, correctly, with self-
assurance and warmth

Listening skills, plus understanding and using business
vocabulary

Rephrasing message to make .sure you.and caller are
ommunicating

Questioning skills: ask number to call back; compdny
caller is with; hours he wli,be available; whether
someone else you suggest might help him instead

Note - taking will'aid listenin% or talking (telephone
messagei,pads)

Knowledge of company business; different'people's jobs
, Use company directory , ;

DOub-lecheck niin;1.bers,- names, pkices
__

Spell abov e' correctly ,

ar

Suggested learning ^activities:
ts,

1.. 'Telephone exercise, "It's a Lemon, "'for practice
in speaking, handling people

2.' Telephone exercises, "Take a Teleph ne Message, "
"Cover the Telephone for andiour , "for- practice
in message taking, accuracy in notes, listening

3. Telephone exercise, "Jawbreaker'Words."
,,Practice in 'getting the sense of a message, w en
the caller-uses difficult words.

. Transition into vocabulary-building session,
with emphasis on rent words, use of prefix-
suffix meanings, dictionary use.

193
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PP
4... Add root words, other new words ai'.bulary notebook.

Group session reviewing entries students made to
vocabulary notebooks during previous week.

"..5.

4

. . .Pro4uriciaticrnpractice:
pr9nunciation devils

6. Speaking homework:
Read: newspaper editorial aloud in front of a
mirror -- on tape if available.

33,

/
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TELEPHONE EXERCISE: "IT'S A LEMON!"

Roleplaying practice situation for,\.,
interpersonal relations, speaking

SITUATION: Long di e call to the office of Elwood Davis,
presiden f Studebaker automobile manufacturers.
Call is from Ella Roundtree, the frustrated
buyer of a Studebaker which turned out to be ao

SECRETARY: Handle the complaint so that the caller winds
up 4eeling the company president is taking
special action to give her satisfaction. But
manage to get as much detail yourself as will
be needed. ---

CALLER: Gettcross your firm belief that you must talk
to the president in person to get anywhere.
You've already spent months doing everything
possible through channels: the local dealer
you bought the car ,from, the regional office
he bucked you to, etc. Still stuck without a
car most of the time -- and your guarantee is
almost upt

GROUP: Analyze both the secretary whose job is to
handle calls for the president, and the complaning

foy:
f 1) business know-how

2) speaking skills;
3) ability to deal effectively with people

1

A

%.
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TAKE A TELEPHONE MESSAGE

Imagine that you are the secretary in the telephone conversation
we are about to hear.

The voices you hear will do the talking part of the job. Your
part of the job is to deliver the,me.ssage to the boss.

'--Listen carefully. Jot down notes as the secretary and caller
talk. Write'up the message as simply and concisely as you can
on the Telephone Message Form below.

For

T-EL't PHONE MESSAGE

,Date

From

'Their No. Time Rec'd

Re'marks:

180,
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Script for Taped or Spoken Telephone Exercise

(Telephone rings)

Secretary: Good morning, Mr. Finch's office. Miss Ball speaking.

C aller: Hi. This is Sidney Hill calling him. From General
Tire, Put Bob on, please.

Sorry, Mr. Hill, Mr. Finch is out of the office this
morning. Can I take a message?

C Uh-oh. I really must speak to him today. Something
. sticky came up on that New Orleans order. Can he

call me this afternoon?

S Sure thing -- he'll be in all afternoon. What's your
number, please?

C Whoops -- I'll be on the run. But here's where he
can find me. From 1:00 to 3:00 I'll be at WI7-4672.
Then from 3:30 til 5, back here at my office.

S Your office number, Mr. Hill?

C
. .

PL 5-1100, extension 4725. And by the way, make
sure you tell Bob this is urgent.

S Definitely. I'll tell Mr. Finch to be sure to reach
you. He'll call eithe'r beiWeen 1 and 3 at WI 7-4672... ?

C Check.

Or from 3:30 on at PL 5.1100, extension 4725.

C Right, Thanks. Bye.

;
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COVER THE TELEPHONE FOR AN HOUR

Yost' have been assigned to cover a vice president's secretary's
telephone for an hour while both she and her boss, Mr. James
Finnegan, are out to lunch.

Mr. Finnegan will be back at 2. Laura Siegel, his secretary,
will be back at 1.

Be sure to get every caller's name and number (or extension, if
he or she is in the same office). Take each message down on
a separate phone slip, to give to the, secretary when she gets back
from lunch.

RING

First call

Mr. Finnegan's office. Miss Jones speaking.
Jim Finnegan, please.
Sorry,F he 's out to lunch till 2. Who's calling, please ?
I need same dope from that Avco file, Miss Siegel, Just
tell me....
Sorry, this isn't Miss Siegel -- I'll take a message and
she. can call you back with the information at 1:00. Whom
shall-I tell her called?
Bill Landes, from Sales.
Mr. 1 a n 7.-xwould you spell it, please?,
Are you calling'from the outside?
No. I'm here at Firi,t National.
Your extension, please, and shall I tell Miss Siegel you, need
information from the AvCo file? -

Good idea. It!s extension 4515.
She '11call.after 1.

.

fj
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RING-

Second Call

Mr. Finnegan-'s office. Miss Jones speaking.
I'd like to speak to Mr. Finnegan.
Sorry, he's out to lunch till 2. May I take a message for him?
This is Abercrombie Fitch. The suit he it having altered is

-5r,read ; Will he pick it up or, shall we deliver?
I'll he' ,.him call you and let you know this afternoon, May I
haye your name and number? - .

The number is 544-0070. He should ask for Mr. Dumfry,
extension 742.
Mr. Dumfry, would you mind spelling your name ?
D-U-M-F-R-Y. -.
Thank you. That 544-0700, Mr. Dumfry, extension 742.
Mr. Finnegan will get back to you, this afternoon.

RING

Thirdr Call

Mr. Finneg s office. Miss Jones speaking.
Jane ? Oh, is Miss Siegel there?
She's out to lunch,. Can I take a message?
This is her mother. I'd like her to call. When do you expect
her back?
At one. Does she know whey to reach you?
I'm just going to lunch -- have her call my office after please.

RING

Fourth- Call

Mr. Finnegan office. Miss Jones speaking.
Mr. Finnegan, please.
Mr. Finnegan is out to lunch. May I leave a message for him?
This is Donald Swain, from Avco. Have him call as soon as
he can.
Certainly, Mr. -- Swain, is it?
S-W-A-I- N. From Avco. PL 7-4400, extension 21.
Thank you, Mr. &Vain. Mr. Finnegan will get back to you
early this afternoon.

199
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Telephone exercise:

JAWBREAKER WORDS

SITUATION: You'll play the secretarl., the teacher (or tutor)
will play Mr. Bryce, your boss, a stuffy type
who always uses, big words. When he's arqurid,
you can manage fairly easily.

and

now he's out
of town for the first time -- and you have to
give a message from him to his assistant,
Mr. Roberts.

Mr. Bryce:

Here's the message. You can interrupt
Mr. Bryce, ask questions, or just listen --
but make sure 9.ou are able to tell Mr.Roberts
what the boss wants him to do during the time
he'll be away.

I'm detained in Cleveland and want you to tell
Mr. Roberts to allocate the office work for the
remainder of the week.

Tell him to compile a brief chronological report
and alert me to any difficulties that might come
up.

Key Vocabulary: allocate,

chronological



Speaking Exercise

PRONUNCIATION DEVILS

Read aloud, pronouncing each word carefully, into the tape
.-.1,-,

recorder. We'll check against a list of 23 ."Pronunciation Devils."

A MAN FOR DETAILS

Let me tell you about the president of my company..

He is no more than forty, and very well educated.

He is very interested in the business -- the staff, etcetera.
4 .

Going down on the escalator with Marge, he even remembered

to congratulate her on her wedding last month. You have to give
.4.

.

him a lot of credit for remembering personal things.

He's the kind 'of boss you never mind picking up coffee and ,

sandwiches for.

He is fussy,. thotigh, about every sente9ee in every letter he
,

signs, right down to the last asterisk. I had to do one letter over
.

twenty times before it was perfect enough for him.

That's life at the United International Fabric Center for yOu.

I'm glad when it's Sunday,- and I'm back home on Flatbush Avenue.

......1,11. I
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Pronunciation Devils used in "A Man for Details"

STANDARD NON-STANDARD

Let me Lemme

president presinen
IMM NM,

forty fordy

educated ejacated

business bitriess, binnes's

interested inne re ste d

et cetera exetra

es calator excalator

congratulate congradulate, congrajulate

have to hafta

lot of lotta

picking. up picken up

sandwiches sanwiches, samwiches

sentence pennence

asterick(*) asterik

NM, 611111

had to hadda
ONION

twenti . twenny

perfect perfick

united uni-ned

international innanational

center cenner

Sunday Sunny,

Flatbush 186 Flabbush

202
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Task: Filing

1

Simple placement of folders
or cards into selected file
alphabetically; ordering of
name and address cards,
alphabetically and geographically;
locating and pulling items from
file, using office system for
maintaining control of items to
be pulled

Suggested skills and knowledge to be emphasized:

Alphabetizing
KnOwledge of accepted business filing rules for

alphabetizing
Checking and doublechecking for accuracy/speed
Following instructions
Understanding the job to be done
Scanning written material for needed information9 main idea

Suggested learning activities:

1. Select and administer a range of filing tests, from
simple to fairly complex, 'chosen from business school,
commercial high school or civil service tests. (Sample
-ARCO tests includbd, for illustrative purposes only).

Use a stop watch and introduce timing as a factor. 4

Points to establish:

students' level of skill at alphabetizing.144 filing
importance of-reading and understandint instructions
in order to build up one's accuracy and speed in
to s t- taking

203
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2. Reading for the Main Idea

S

i

. Refer to Section II Readirt and Vocabulary

. exercise, "When to Quit" (attached)
. Homework: Read and identify the main'

ideas in three selections --
"I Wonder. as I Wander" by
Langston Hughes
Two poems by Paul Lawrence Dunbar

, C

r
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. Time: 6 minutes

S

ALPHABETIC FILING EXERCISE #1

Each of the following exercises consists of a cap-
italized word which. would be tiled correctly before
one of the words listed after it. indicate the word
before which the key word should be filed by writ-
ing the letter preceding the correct answer. In the.

following example X, correct answer is B.

X. SHAKESPEARE:
(A) Shaker (B) Shame
(C) Shad (D) Shaw

1. BIOGRAPHY:
- (A) Bible (B)

(C) Bilge (D)

2. DRAMA:
(A) Drawing (B)
(C) Dreyfus (D)

3. INQUISITION:
(A) Industry (B)
(C) International (D)

4. LUGUBRIOUS:
(A) Lucretius (B)
(C) Luther (D)

5. OCEANIC:
(A) Occult (B)
(C) Oklahoma (D)

6. ENGLAND:
(A) Engineering (B)
(C) Engraving (0)

7. 'IRRIGATION:
(A) Ireland (B)
(C) Iron (0)

8. MARINE:
(A) Margolin (B)
(C) Mary (D)

9. PALEONTOLOGY:
(A) Pacific (B)
(C) Pale-Stine (D)

10. ASIATIC:
(A) Ascetic (.B)

(C), Astronomy (D)

I I. ENTOMOLOGY:.
(A) Endocrine (B)
(C) Eskimo (D)'Etching

Bibliography
Biology

Drayton
Drugs

Insurance
Interne

Lumber
Lutheran

Ohio.
Optics

English
Entomology

Irish
Irving

Marketing
Maryland

Painting
Paltry

Assyriology
Astrophysics

Erasmus

189
205

12. GREAT BRITAIN
(A) Grant
(C) Greek

13. JAPAN:
(A) Jackson
(C) Japanese

14. MENUS:
(A) Melville
(C) Merchandising

15. PEDAGOGY:
(A) Peace
(C) Penman

16. ARCHIVES:
(A) Achaeology
(C) Arctic

17. HAGIOGRAPHY:
(A) Hamilton

. (C) Hawaiiana

18. LEGEND:
(A) Legacy
(C) Legislation

19. METALLURGY:
(A) Metal
(C) Meteorology

20. PHILIPPINE:
(A) Philately
(C) Philosopher

21. MONTAIGNE:
(A) Monastic
(C) Montana

22. LANGUAGES:
(A)"Land (B)
(C) Lanier (D)

(B) Greece
(D) Greeley

(B) James
(D) Java

(B)
(D)

Mennonites
Meredith

(B) Pediatrics
(D) Penology

(B) Architecture
(D) Ark.ansas

(B) Hardy
(D) Hays

(B) Legal
(D) Legislative

(13) Mete
(D): Methodist

(B) Philology
(D) Philosophy

(B) Money
,(0) Mountain

Landscape
Lantern
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ANATOMY:
(A) Anabaptistica
(C) Annuals

'24. CONFEDERATE:
(A) Congregational
(C) Conrad

25. FOOD:
(A) Florida
IC) Foreign

26. LITERATURE:
(A) Lincoln
(C) Lithuanian

27. MICROSCOPY:
IA) Michigan

.... (C) Military

f

.

.

(Q,) Anarchism
(D) Anthropology

(B) Connecticut
(D) Contamination

(B) Folklore
(D) Forestry

(B)
(D)

..."./

Lithograph
liturgy

(B) Middle
(D) Milton

33. RABIES:
(A) Rabbi
(C) Radio

at

X PHYSICS:
(A) Physic
(C) Physician-

29. CATHOLIC:
(A) Catacombs
(C) Catechisms

30. FRANCE:
(A) Franciscan
(C) Fraternity

31. HOSPITALS:
'(A) Horace
(C) Horticulture

32. LOUISIANA:
(A) Longfellow
(C) Lovejoy

(B) Rabbinical
(D) Railroad

:190
20.6 4,

(B) Physical
(0) Psychical

(B) Catalogs
.(D) Cattle

...,

(B) Franklin
(D) Free

(B) Horses
(D) Housing

(B) Louis
'.(D) Lowell

ii
i
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1. D

AL:PHABETIZING4 1
Answer Sheet

18.

2. A) 19. B

3. B '20. B

4. B 21. C

5. B 22. C

6. B 23. C

7. D 24. A

8. B , 25. C

9. C' 26. B

10. B 2,7. B

11. B 28. D

12. B 29 D

13. C 30. A

14. C 31. D

15. B 32. C

16. C 33. d

17. A
S.

,4) .191
207
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Time: 4 minutes

ALPHABETIC FILI:2 EXERCISE #2

1. In alphabetic filing the first of the names to be
filed is
(A) Book & Co. (B) Book and Son
(C) Brook, and Co '(D) The Brook Co.

2. In alphabetic filing the last of the names to file
is
(A) G. Joncs (B) George T. Jones
(C) David A. Joncs (D) George Jones.

3. The name filed first is
(A) 520 West 18th St. Corp.
(B) 400 West 208 St., Corp.
(C) The Howard Publishing Co.
(D) New York Realty _Corp.

4. Dr. John J. Hood should be indexed as
(A) Hood J. John (Dr.)
(B) John J. Hood (Dr.)
CC) Hood, John J. (Dr.)
(D) Dr. John J. Hood.

5. The name Board 'crEducation,
should be filed a

(A) Philadelphia, Education, Board of
(B) Board ofiEducation. Philadelphia
(C4 Education. Board of. Philadelphia
(D),Philadelphia, Board of Education.

6. Dr. Carlton Brown should be indexed as
(A) Carlton L. Brown (Dr.)
(B) Brown, L. Carlton (Dr.)
(C) Brown, Carlton, L. (Dr.)
(D) Dr..L.,Carlton Brown.

7. In alphabetic filing the, name filed first is
(A) Mrs. 0. Bradon (B) Dr. 0. Brandon
(C) A. Brandon (D) Prof. P. Bradon.

8. In alphabetic filing the name filed last is
(AS John Eton (B) J. Allen Goirld
(C) J. A. Gould (D) J. B. Clinton.

9. In. subject filing (alphabetic by subject) the
name filed first is
(B) The Elliot Book Co.
(C) Faber Camera Co.
(D) Greater Auto Co.

10. In alphabetical filing abbreviations such as
"Wm." or "Chas." are
(A) disregarded entirely
(B) treated as if spelled out 4
(C) disregarded except for first letter
(D) placed in parentheses and disregarded.

11. The correct alphabetical filing order of the fol-
lowing names is
(A) Burns Hat Company, Chitago, Ill.;

Burns Hat Company, New Haven,
Conn.; Burns Community Shops

(B) Burns Hat Company, New Haven, Conn.;
Burns Hat Company, Chicago, Ill.; Burns
Community' Shops

(C) Burns Community Shops; Burns Hat
Company, New Haven, Conn.; Burns Hat
Company, Chicago, Ill.

(D) Burns Community. Shops; Bums Hat
Company, Chicago, Ill.; Burns Hat Com-
pany, New Haven, Conn.

12. The correct alphabetical filing order of the
following naies is
(A) Sanford C.M.; anford, Charles B.; St.

John, Philip
(B) Sanford, Charles .; Sanford, C. M.; St.

John, Philip
(C) St. John, Philip; Sanford, C. M.; San-

ford, Charles B.
St. John, Philip; Sanford, Charles B.;
Sanford, C. M.

(D)

192
208

0

f1111

O .



.

1



r

.

t

1

From Free to Read: A Guide to Effective Reading
f j

Teachers Edition ...A
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When To Quit

Many people simply don't know, when to quit a job. They ger
a job, they stick with it, and they're stuck with it. Knowing
when to c.iit a job that is either undesirable or lacking in
challenge is just as important: as knoWing how ,to get a job.

A person ,should quit a job when he realizes that it- is
wrong for him. 1£ he finds that he has to-be-a "yes man" in
order to -get ahead, he's in'the wrong plac'e. A man likes to
get ahead because someone has recognized his merits and
rewards his ideas. .

If a job offers no training that will lead to a better posi-
tion, it's the wrong job. A lifetime of no, progresS is a long
time. Tle first ten years on a job should offer training for;
better things. The least a'young person can expect from his
first job is an opportunity to learn in order that he may im-
prove both his skills and his chanceS for better 'pay. If the
job offers no training, it's the wrong jai; 'for the man who
wants to get ahead. (186 words)

True or False
1/4.3'... 1. On the whole, young people don't know when to quit jobs.

2. When an employee becomes'unhappy with his job, he should
quit immediately. .

.._.., 3. An employee should force himself to be a "yes man': and
stay on the job.

_ 4. A good job should give the employee as much training as
possible, ,_ 5. A job should offer a chance for better and better pay.

I

0,

; ,

194
210

r

4

../
4

3



.,

se

e

4,, I . . i

1

I Wonder as I Wander

MARY McLEOD BETHUNE -
When Zell and I got to Miami in the spring of i93i, we found the
car unmovable. In storage through the long summer heat, the tires
had gone flat. The rims of the wheels had cut through one of them
and damaged the others. To get the car'out, buy a secondhand tire
and four new inner tubes, took all the money we had. We had to
pawn my camera and everything else, except the two Haiti:in voodoo
drums we bad lugged from the Cap. These drums we would not part
with under any circumstances. The pawnshops did not consider
Zell's paintings of any cash value. Neithe# did the secondhand tire
dealer. I had thirty-four dollars in the bank in New York, but I knew
no one in Miami through whom 'I could cash a check. We were
broke and exacfly 1,383 miles from New York. '

"All I know to do," Lsaid, "is use what little change we have
left for aP few gallons of gas to g'et to Daytthia. There I'm sure Mil.
Bethune will cash a check for me a; her college." ,

We starved all the way to Daytona, more than half the length of
Florid-X. But,once there, Mrs. Bethune received us cordially, sat us
down to dinner, and cashed a Arirty-dollar check without question.

"Boys," said Mrs. Bethune, "I was intending to go Noith myself
in a 'few days by train, so I might as well ride with you and save
th/t fare."
.Our little For'd coupe had only one seat, a rather small seat at

that. Mrs. Bethune wa's no small woman. Zell was stocky, too. How
the three of us, in hot 'September weather, would fare on a single
iczt in a small cap all the way from Daytona to Manhattan, I could

'dnot surmise. /
"We'll ndke, it," Mrs. Bethune said.
Witn America's leading Negro woman as our passenger, we hit the

)ad early the next morning and drove all day towar'd the Carolinas.
What luck for usl All along the highway, Mary McLeod Bethune had
:riends/So whenever we got hungry, on the* road, we stopped at the
:lo

.

na, of some friends of hers in some Southern village. According
1, 399
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400 The Langston Hughes Reader

to a -popular saying in Florida, before Mrs. jlethune reached the e

wayside home of any friend anywhere, the chickens, sensing that shv
wentcoming, went flying off frantically seeking a safe hiding place.

They knew some necks would surely be-wrung in her honor .o make
a heaping platter of Southern fried chicken. Colored folks al1 along
the Eastern seaboard spread a feast whenever Mary McLeod passed
their way. Zell and I ate well on that trip. We didn't have to spend a
penny for food or lodging. When nightfall came, the leading Negroes
in the nearest town on the highway, trifli no advance warning other
than a knock on the door, would roll out the red carpet for Mrs.
Bethune and ourselves.

"A poet! An artist! What an honor! You always were interested in
young people. Mary McLeod: Come in. make yourselves at home!
Have you eaten yet? no you want a bath? Well get the beds read}
whenever youall get sleepy." And 'so it went, genial Southern hospi
tality all the way to 'Washington.

Mrs. Bethune, aside from her fame in educational - circles, was a
power in lodge and club activities. She was known far and widaat
conclaves, conventions and church meetings. She hacL.poken at ever)
colored school in the South, tiro. People loved her, so they showed it
by offering her their best. That' best, Aired and hungry Zell and I

jshared on this journey. We shared Mrs. Bethune's wit arid wisdom.
too, the wischim of a 'jet-black woman who had risen from a bare
footed field hand in a cotton patch to be head of one of the leading
junior colleges in America, .and a leader of her people. She was a
wonderful sport. riding all*day without complaint in our cramped.
hot little car, jolly and talkative, never grumbling.

We avoided segregation by not having to seek food or leepirr_
accommodations in public places along the Southern highways. hit
we did have to get gas and sometimes use the gasstation rest room,.
usually one for istEN, One for LADIEsand a single one marl,c,:
COLORED somewhere away out in the. back for both Mtn and women
if Negro. To the attendant ai such stations, Mrs. Bethune would
usually say, "Young'man, do I have to avail myself of that shut,
rest room away around there the birshes?"

If there were no whites about, the embarrassed attendant migh!
say, "Ma'am, just use the one marked LADIES." But if the station we::
busy, he would indicate that' the COLORED toilet was meanflor he:
Then Mrs. Bethune would say gently, "Aren't, you, ashamed, yours:
man?"

The young man would usually turn red and answer, "Yes, ma'am-
I really am."

We arrived one day at 'Cheraw, South Carolina, just before,noon

I J G
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I Wonder all Wonder 401

-...fri Bethune said, "Let's stop at Coulter Academy and dine with the
teachers, Langston, and you read some of your poems for the sm.
&nu." .

We pulled up before'a large frame building. As soon as the teach-
cis arid' students saw Mrs. Bethune getting out of the car, word
Tread and commotion began. Classes greeted her with applause and

_an assembly for the whole school was ordered. She made a warm-
hearted little talk, then introduced me us a poet whom she wanted
the South to know, better: I read the students a few of my poems, and
was gratified at the warm response they received. .

"You see," said Mrs. Bethune as we drove away, "you must go all
over the South with your poems. People need poetry."

9
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READING HOMEWORK

Read the short review of Fi.'s_ul Laurence Dunbar's life, and the
two poems chosen for this exercise.

4,

Add any words you have to look up in the dictionary to the new
words in your notebook:

'dialect . myriad
valid subtleties
familiar nay ..
guile , sprite

Next week we will read the poems, and discuss the meaning each
carries .today, in 1970, even though it was written back in the
1800s. We may also want to talk about some of the things that
make poetry so special, like rhyme, meter and images.

.

t
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PAUL LAURENCE DUNBAR

Pad! Laurence Dunbar, the first black poet to win nation-.
al recognition, was born in Ohio in 1872, the son of slaves

who had run away to freedom in Canada. He be.*
writing poems-in high school and published his first col-

lection, Oak and Ivy, at his own expense in 1893. Poet,
short story writer and novelist, writing in Literary Eng-

nth and in dialect, he was assured success when William
-Dean Howells favorably reviewed his second volume and
wrote the introduction for his third. Though "We Wear
the Mask," from Majors and Minors (1895), is slightly
sentimental, its insights are still painfully valid; Declin-
ing health, familial problems, and the pressures of suc-

cess led to his early death in 19Q6.

We Wear the Mask

We wear the mask that grins and lies,
It hides our cheeks and shades our eyes,
This debt we pay to human guile;
With torn and bleeding hearts we smile,
And mouth with myriad subtleties.

Why should the world`be ovcrwise,
In counting all our tears and sighs?'

t them oily see us, while
We wear t task.

Pawn

An angel, robed in spotless whit,
Bent down and kissed the sleeping Night.
Night woke to blush; the sprite was gone.
Men saw the blush and called it Dawn.

199
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Task: Filling Out Forms

Entering information (from
letters, chits, orders, etc.-)
on prepared forms (expense,
requisition, travel, health,
%we sheets, periodical
order forms, employment,
benefit, school applicationsr---

y r

,

Suggested skijlsfand knowledge emphases:

Follow Written instfuctions
Under Stand job to be done
Cheek-and doublecheCk for accuracy
Know where, to find information
Copy clearly and accutately
Spell correctly -

Understand the meaning ofwo'rds on form
Capitalize
Punctuate
Make simple computations

-) Suggested learning activities:

1. Integrate discussion and practice of filling out forms
with appropriate program activities at beginning"of
course -- specifically going over students' application,
registration, personal data, job inventory and language
skill assessment forms.

2. "Filling Out Forins: Questions to Ask Oneself"
Discussion starter for brief session (if needed) on
filling out forms.

3. Exercises: Sample application for promotion or transfer
(attached); Sample employment agency form.

20(1
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4. Homework: Health Ins.urance Claim

5. Integrate throughout semester with assignments
carried out for Section III, "Career and Education
Guidance" sessions.

''201
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FILLING 01J+ FORMS: Questions to Ask Oneself

How do I feel About ANY form?
T

Do I stop tr.ying BEFORE I start reading?

Do I understand this particular form? y ,
. I

..,

What terms are new or unfamiliar to me?

What is my reaction to needing information that I don't have
"off the top of my head?"

Have I filled in everything asked for? '

And checked over the form again and AGAIN?

Forms sometimes end up in permanent records.

Does this job transfer form 'present ME in the BEST
POSSIBLE WAY?

,

Does this health benefit form describe. my claim in the
best possible way?

202.
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APPLICATION FOR
PROMOTION OR
TRANSFER

X Y Z Global'
Communications

INSTRUCTIONAL

MATERIAL

-complete this, form in ihk or type

Name
rlat Middle Last

Age

Home Address:
Strort sad Number City Stat.

Department: Office:

Present Position __previous Position

Position applied for. Office

EduCation:

SC*00L NO.MUM YEAR Or
GRAD'N L NAM! AND LOCATION or INSTITUTION BOURSE TAKEN DEGREE OR DIPLOMA,

_ ..

Grammar-or Parochial

High School

Business or Technical
.

College or. University $

Other Education

S
ygur qualifications for the position:

iwit

aw.

(Use reverse side if more space is needed)

When request for transfer, state 'reason:

(Signature of Applicant)

This application is not only a factor in considcrii.g you for promotion or transfer, but will be kept 0..a permanent
record in your individual personr.el file. Please read over what you have written with this point in mind and make
certain the information requested has been accurately and completely supplied.

203
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pr,N.r LAST NAME FIRST XYZ PERSONNEL AGENCY, Inc. 00.

r* Date of Mel PO4i1006 Nuked

drow

Oyu Cot
Ctt

1:aaf

'foam Attoedod

Tours Alfodi1

Graduated
Dograv
Yale
C..edertoff

Souk
Rood
Write

no nate - Address 11 Toaarnees

Hare tve tiee roaeoe,o

Una of Burmese

Emc.toyod 4 Pureeett

Office Plows Ni'.
Horne

Mose Phetteelties

mini/non 1.40.1

Howchases hos/ dics)

WWI 104 fp7
Boa Telerate?

Holt* of Hair Deoeedeate Win l'of Arced
rt. Ia. TI.,"

Gs Oaf of 7,111

Temporary Wert

Suedes [-duce

lentrl fleetness
Date

Why (gr.-
Dare 7ou leavo)

S

Steno Spout Accountant- Payroll C11. ----. Cost Cll. -I-- Plug Bd .._.,.... Bookkpg. Mach. Mtscellsneinre--.
Typing Spatc1.. Full Charge Btpt-,.--. !mentor, CR.-- File Clfri-.. Monitor Id___....-- Key .Punch
Statistical Typing. Auf. Sipt....---.... Record ClIt.... General Cl-....-- Ed; Olclapt)ona_ _ Addrevograph ....

StatisfIclan Add. g Mach. 'Lactger Cit. CE i Collect Comotornater ' Mlnieoctraph -...
NEW YORK .I.AW AGAINST DISCRIMINATION PROIDDITS
.- . tnscRimitgArioN,rtzcAusE OF AGE. Nato Read Other Side Carefully and Slon Cordrad

If
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Exercise: Health Insurance Claim

FILLING OUT FORMS

Your office has health insurance, which you've-neyer needed to
uie untiifow.

SaturdaV,. January 12, 1914, you fell on the ice and broke your
left elbow.,You were sent to the hospital for an operation to pin
the broken bones in place. Dr. Hecht, the anesthetist, visited
you in your hospital room Monday, night 'and discussed what kind
of anesthetic he would use. 'On Tuesday, Janaury 15, the operation
took place. You were sent hoine with your 4rm in a bandage and
told you could go/back to7..rork the following Monday, January 21.

The anesthetist's bill for $75 arrived the day you got home. The
surgeon is still seeing you, and said he would bill you later on.

As soon as you rurned to work, you found out who in the office
handles health insurance claims, and told her what happened.
She gave yod several sets of the attached Claim Form.

For each bill you get, you must fill out your portions -- Part A
to be completed by patient, SeCtion A to be completed by Employee.
Then you attach a copy of the .doctor's bill to be paid, and return
the form to her.

Fi your portions of .the attached craim form as if y7ou had
suffered the accident described above.

-Questions: 1. When you are covered by this particular
policy,. do you have to pay the doctor's
bill yourself? Or will filing the claim
form through your office pay him?

2. Does. anyone in your household -have
hhalfh insurance coverage that includes
health care for you (as wife, child)?

205
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Group Discussion: Do you know what kind of medical benefits
yours company gives?

Some companies provide health insurance that simply pays for
your-hospital care and the cost of doctors and tests while you are
in the hospital. Other firms carry more expensive policies that
entitle you to make claims for medical benefits when you are not
in the hospital, but sick and seeing doctors. One company's policy
may cover just yIu; another company's health insurance may al-
low you to sign up for coverage of other members of your house-
hold (children, husband or wife, mother). A few companies offer
employees insurance for dental or psychiatric care.

Make sure you know what your company health benefits include.

Any New Words for Your Notebook?

anesthetic exceed respectry

claims release prepayment

benefits course provincial

deemed incurred

validity

2 ()
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HEALTH INSURANCE CLAIM GROUP

PART A TO BE COMPLETED BY PATIENT (INSURED)
Spaced for Typewetter Marks for Tabulator Appear on this Lute

CINAIht It

PATIENTS HAUL ANO AOOMIESS °ATI. Of WORTH

INSuMEO1 NAM[ IF PATIENT IS A OCPCNOCHT ISISUISCCS SOCIAL SECURITY N

AUTHORIZATION TO PAY BENEFITS to PHYSICIAN: horoloy otollolz
oronf directly t the undersigned Physician if the SureiCI end /or htedieI
roelfito.flny,ethrsois yekil to one for his services 5 described bles
wit not Si d the r Ile end eustornery chorg for 'hes services.

SIGNED tI Imposti

OA TE
AUTNONLZATION TO AA INFORHATtONI I hrloy utlini the SIGNED IkT/EITT on
tottissignd Physician IS rfs ny Information ecousted in this cu.siiI
ory zmetritin sr tetrsm.

IF DAIMONS

OAT(
PART B ATTENDING PHYSICIAN'S STATEMENT

1. OIAGNOSeS ANO CONCUMMEN T CONOI TIONS
(IC INAHHIsite COCA OTNICA TNIATI ICOA tiSC, IRV( NAME) 1

S. IS COMO1T1o111 DUE TO INJURY ON SICKNESS ARISING OUT OP PATIENT 3 EMPLOYMENT' PREGNANCY?

TLSits 0 MO 0

II Cs APAOXIDATIL OA
Cr COAuCACCO

GATE
S. REPORT or semvices NIA AAAAAA ITCIAIVECO lilt.) VT ACTIC/US COMM SIJDAITTC0 TO PIWOIKTIAL

YOU mete SNOW GAIT AAAA ARO tRyiCtS $IMCC LASTAIltonTi
ROCEOURE

COOL TOW USE0DATE OR PLACE Or III CIO) OTAte ?AAA
SERVICES SCR VICES OCSCRIP TION Or SUROIC AL ON DAEOIC AL SEP, VsC ES totmOtfoto coy USED AWL KA11 CHARGES

.

,

/ *

oI L

TOTAL CHARITIES W. $

10-0ctor's Office IHInsietient Hospitl NHNursing Home

HPatient's Herne OHOutptint Hospital OLOlhr .4ctons
'ICOAInfornotonol Clssileohon of Olsoosos
"CPTCurrent Procedural Terminology (current thillon)

AMOUNT A10 $

BALANCE Out r
A. OAT( SYMPTOMS FIRST ON ACCIDENT te APPENEO.

1

I OATE p A fleet? FIRST CONSUL TEO YOU CON THIS CONDITION. .

S. PATIENT EVEN MAO SANE ON SIMILAN CONDITION'

V" 0 Ni 0 II YIN" WICK AND otICest:

7. PATIENT STILL UNOEN YOUR CAME FOR THIS CONOs TiON?

TES CI ii

S. PATIENT WAS CONTINUOUSLY TO ISABLEO
I AAAAAA To NORA).

Foote Hutu
oz'

I
10. IF STIL,L OISA OLEO, OATE PATIENT SHOULO SE ABLE TO RETURN

TO WORK.

4
12. DOES PATIENT HAVE OTHER HEALTH COVERAGE'

rte 0 M. 0 tit et V' whARTI

OAT PHYSJCBA WS NAME (Prim) SOCIAL SECURITY NC.

SIONA TUN[ OE GMEC

--11_

TELEPHONE

STISES: T AOOMESS
k .

CITY OR' TOWN Iv U

224
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GROUP qEALTH 1WaURANCE CLAM FQ/ZiA

4 A A To Be Completed By Empla
and Home Address of Employee ient)

. ,

. '

Sot IA beeurit NJ?.

..

At.itit.1 Stalus: ..... V. Wowed ,

ri Single 0 Worried--...,
''13iroeced '0 Legally Separate:,

. . .
- .

Date of Binh

Month bay Yearto Street Cat,/ State lip
.

r spous nIplyed, jrn y. 0 N. If the an tia er to either is "Ifs". please :MOW AM "Renicitlis".the names of the Persons
no Is for ny child. 0 y. s Li N. iiko ore employed. and tlit name and address of their respective employers. e

child employed' I ,

lent alas d foe benefit by any ether
.

Group Health Insurance ad any kind InctidIng Blue* Crime and Blue Shoo,k11, 0 Yes 0 Nis

Group prepayment arrangement providing for medical core and treatment? 0 Y 0 Nei

Coverage of medical care espensts pro. idedby a school. an erngloyer, a
union welfare plan! federal. state. provincial or other governmental agency' b Yes 0 Re
of the above are ansuered "les" please indicate to "Remarks" the paltry number.insur
ompany, and the name and address of the school. employer, union or tot ernmental uceney.

Iternarkt ' . r
-2

-
i

.

. 1

.

. ,*

In or injury due. In any way.
patient' *eel/potion,
, Yes n No If "Yes". fxplain

Date employee first
unable to work.

If disability due to accident, show date
accident occurred.

..., .

..e.

dient's Information: (Complete, Only If Patient Is A Dependent)
If Dependent

I

i

Date of Birth Relationship

b .
(1 Other .

.

0 Husband 0 Child

(R.elationship)

Marital tatu if thin then spouse

0 Single 0 Married 0 Widowed

aDteoreed 0 Legally Separated
....

NATURE OF ILLNESS

Itemizatan Of ills (Attach Bills)

TYPE,OF SERVICE AND BY WHOM GIVEN
DATE CHARGES INCURRED

From To TOTAL CHARGE

(If additional space is needed: please use on additional :sheet',
11

TOTAL

by certify that the above statements are correct. 'Employee's Signature

physicians, hospitals. clinics, dispensaries. sanitariums, dedggists. and all other agencies (including other insurance companies. Blue
-Blue Shield). You are authorized to peatt The Prudential Insurance Company of America or its representatives to obtain or view a copy

rrecords pertaining to the examinatioA treatment, history. piescriptions, and medical expenses of
"" (Print Name of Patient)

niormatsort may be used to the extent deemed necessary by Prudential to determine the validity or amount payable on account of thiS claim

i.. Patient's ciennturc tf Patient a ilinot)

1101.1 B To Be Completed By EmOloyer
I-Employe.

wanc cudenity

show data
deletion

sired laid oft or
y off contemplated.
obeginning of
sability,

es

Policy Control Nunber ',ranch Code, Etter tire Lite of
Insurance

If claim Is for a dependent,
effective date of dependents'
insurance

0 Ye 0 No Deductible.
if applicable

,Did this sickness or if yes". indicate why "Workmen's Compensation'''s not payable.
troury rue out of
employee's employment,

Ye. n No
Yes C Bo

If "Yes", show
date.

Occupation Date employee first
unable to work

Date employee
returned to work

Average weekly
earnings

Amount of weekly benefit

AFT NUMBER AMOUNT TYPE OF REJLEFIT DATE ISSUED

(Name of Group I oficyholder)

(Authorized Representottue)

Date

ED 6,70
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Task: Writing telephoneimessages

in memos, using complete
- sentences, narrative .

Suggested skills-and knowledge emphases:
, -

Listening and responding well
Que stioning
Note - taking
Doublechecking information (names, numbers, placs)
Organizing Message' for clarity of meaning
Composing correct, concise sentences
Forming logical,paragtaphs
Capitalizing, punctuating, spelling
Appending any needed data to help the receiver

of message respond to the inquiry summarized
in memo

-

Suggested learning activities:
.

,s

i 1. Telephone-exercise, "Getting the Facts, " for rl-tg.cti,ce.
in listening. notetaking, writing up

.45h hmessage.

24. Telephone message exercise, "U gent Situation"

Practice in understanding that one par-ticular call
is urgent -- and that the message should,' be, handled
that way, both in writing and deliveK,y,

. Practice in getting a,vierbatim (word for
message down when that i§\,important

word)

Transition into the important use of punctuation:
recbgnizing and punctuating direct quotations, using
the comma and terminal punctuation.

209
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/
3. ' Sentence-writing exercise

4. Jumble puzzle

5. ' Simple punctuation exercises: comma, capitalizing-

_6. Spelling. dictation sentences based on common
"spelling devils" '

7. Homewoizk (writin'g practice)

I

Keep a log, entering one page weekly

Writing exercise -- turn a first sentence into
a paragraph

t.

Nr

21:6
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TELEPHONE MESSAGE EXERCISE

"GETTING THE FACTS"

SITUATION: A sales representative calls in to the home
office with The follolking message, for the

Thecratarir to transmit to the sales director:

Bare Message:
"Hello, Jane, this is Fred.
"Tell Jake we're up 25 per cent

in Milwaukee.
"Contracted with a chain out there,

Kromley's Dry Goods,
"I'm forwarding a copy of the
agreement and we need to get an
acknowledgment out right away."

Problem 1:

Problem 2:

yz

Questioning to collect the necessary information.
Role play with several students, instructing
them to get all the additional information they
need from "Fred" so that the sales director,
"Jake, " can take action on the message. Get
the facts needed, and mark them down in your
notes.

Write up the message clearly, concisdly,
including all necessary information.

r
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.... ,

Checklist: Did the student ask pertinent questions, such as
the mailing address of Kromley's Dry Goods chain?
Is her written memo dated?
Does it ,

mention the full names of the people involved?
Dig: she ask for and write down the telephone number
where Fred can be reached in Milwaukee?
Is the memo legible and organized?

Tips:

,

_

. Check Message Form Slip.for questionihg essentialsi,
who is the call for, who called, when, where can she.
or he be reached, what is the message;

. Repeat names, numbers, crucial words for accuracy .

and to get correct spellings.

R

4
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Telephone Message-Taking and W4iting:

URGEN-T SITUATION
fr

i

The following call is for John Jenks, a lawyer representing the
firm you work'for in union negotiations. You are a secretary
to the personnel director, Mr. Tucker. Negotiations have been
under way for a week; today is the deadline when the current
contract expires. .1.

MR. JENKS: "Miss Kramer, please inform Mr. Tucker
that the talks have stalemated. Tell him,

'and I quote, that the impasse was due to a
lack of confidence on their part. "

The student role-playing this call has an opportunity to ask a few
key questions: primarily in order to get the exact message
Mr. Jenks wants d&livered.

Class Assignment:

Checklist: ..

Write up the message concisely and
accurately.

,

Were question marks used correctly?
Did Miss Kramer's total message convey the urgency she
heard in Mr. Jenks' voice? How?
Did she ask pertinent questions to insure the accuracy of
the message? -

..

..-1-.3
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WRITING ASSIGNMENT

Name:

In two or three sentences, describe your supervisor's appearance,
..personality, attitudes, good points and bad points. (No one but

the people in this work group will ever see what you write.)

Sentence 1;

Sentence 2:

Additional sentences if needed:

Pass your completed sheet to the student at your left., You ill
read,the sheet you get out loud to the group.

(Discussion of "the sentence.")

2 1 4
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IMP

JUMBLE PUZZLE

Unscramble these- six jumbled words,
one. fetter to each dash, to form six
ordinary words offering some good
reasons you need more money to spend.

-VARLET

( ) Question Clue

TREN

( ) . =wow

PIRATES
.

LENDRICH

In plain English, what is
"Career Advancement"?

Now arrange the ( ) parenthesized
letters to form the Surprise Ari"SWer,
suggested by the above Question Clue.

TRAKEM Print, the Surprise Ardwer here:

( )

CHOTELS-

2 5
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PUNCTUATION

INSTRUCTIONS:

,

In the following paragraph add commas where they are needed
and delete those that are incorrectly used.

(
Time was and not so many years a,go either when the
average citizen, took a pretty dim view of banks and
bankers. That this was siD it should be said was the
fault of banks and bankers, hemselves. Banks used
to be anci a few still are grim and forbidding structures

tItt

where bUsiness was conducted in a sort of genteel gloom
atmospherically and personally. Behind the little-barred
windows were more often than not elderly gentlemen whose
cordiality good humor and effusiveness reflected the size

. ,
of the Customer'si bank account. Some acted as though .
they had, been born in' 500 B.C.

,

i 6
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CAPITALIZATION EXERCISE

Instructions:

Correct the misuse of capitalization in the following letter and
sentence s.

Slash through all unnecessary capitalization; capitalize any
letters that should be uppercased,

Dear Mr. Smith:

Mr. Jopes, our Manager of the Shipping Department, has
informed me that your Company has entered a complaint
'about a shipment sent from the City of Boston this Fall: You.
did not give the Account number or the exact. Date of shipment.'

We have found in checking our records that: (1) the only ship-
ment sent to you during this time was accepted without complaint:
(2) signed for by your Receiving Clerk; (3) A carbon of the
receipt was returned to us.

Please send more specific information and we will check
further. As -President of the Jones corp., I assure you we will
do everything to expedite the settlement of this matter to your
satisfaction.

Sincerely,

Sentence 1. Boston is'about 200 miles North of here.

4

2. He went to High School in Cleveland, Ohio

3. Pick up a case of coca-cola.

4. My Father is an engineer.

5. One example of new School architecture is the
John F. Kennedy high schoOl in the Bronx.

2
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spEj..,LiNp and PRONU.,NtIATIOZI

" es'
Dictation .,Exercises f6A tutor'ing

(One or 2 studqhts dictate).

1, ,Reins, Pre sident-,Ford hold's the reins 6:f '&overnraefit..

2. Rains. The sun-shines all week, but on.Weekendt

3. Reign. .In 'people, live ,u nder the: reign-Of.
_ .

Queen EMibeth II. .

4 .,

-4.- Accent.: Pardb-n My Southern aeeriti, ,

...,
,1, O. a

5. Quantity. Her typing Roo ecause-044 tr:Fed 'f.t;ti
Quality. quantity instead of qUali.ty.'2''-:o? ''', '. .' .7, -,,.,.;-':

,,,, ,.- '6'., ,;'. ,. A *.:-

6. Mischievous. She's always worrying abpit't-that Iiie''r-oki, .. o_
',.- *W2child"of hers. "'iz",' ..'- .7

- .:1..

, . 1 ..
. ..

7. Representative: tio you know' the 'flame,, -15f-YOur U.-.3...:" `...Y . :'..,.--,: . ,,.Senator and Repre'septativ'e? ..- '--.

8. Athletics. Mrs. Feeney's boy is good at ;
Mathematics. but flunking mathematic.' '.

... . .
. .._

9. CbtinSel. some people call a lawyer an atto y or a
,- -,counsel.

54

0. Council. CCA Is a program of the National Council of
Negro Women;

11. Customer. Business used to.try'above all to satisfy1

1-
0

the, customer;

12, Consumer. Today's housewife needs consumer rights
:group to protect her in the marketplace.

21.8
236
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WRITING

Homework Assignment:

LOG

Write at least one page weekly:

. s ng that bothers you: at home, at work,
at school

. something that interests' you -- from the paper,
TV, new acquaintances, etc.

(Stress on ideas. May be position paper, exposition of
views)

214,,,,

. r
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Homework:

WRITING EXERCISE

Use anyone of the following as the first sentenctOof a short
paragraph.

Pick the opening sentence which you can most easily turn into a
little story.

Make sure that the story part that you add uses complete
sentences, properly punctuated. Check any doubts you may
have about. spelling in your dictionary:

1. The new typist's six-year-old woke up Sunday night with a
fever of 1040.

rt

2. Some people wear the most inappropriate clothes to work --
Selma, for _instance.

3. After weeks- of saying no, Dolores finally agreed to go ocif
last Saturday night with Torn, the new young man in-the office.

4. Yesterday at a quarter to 12, my boss told.me he was
expecting three associates in for lunch at noon -- and told
-me to take care of it.

220
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Task: Research

In company directory, zip
code directory, telephone
books, daily newspaper,
dictionary, department
files, company library.

Suggested skills and knowledge emphases:

Read and follow writtenrinstructions
Check and doublecheck work for accuracy
Comprehend overall systems through which various

reference materials transmit information
Understand special symbols and the information, these

convey (maps, charts, tables, abbreviations)
Know,where to find information

Suggested exercises and assignments:

Note: The attached sample finding-out
exercises, tested in New York City, are
based on local directoriei, maps and
situations -- and arc offered as a guide
which may be easily adapted for other
localities.

1.. Brief presentation on developing finding-out skills
j (outline attached)

ti

2. Finding-Out Exercises:
What's in Yellow Pages?
What'_s on one White- Page?
Map-Reading for Information
What's in the Newspaper, and Where

3. Homework Assignments

2.2:1
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Brief Presentation Out lifie

, DEVELOPING FINDING-OUT SKILLS

To.intKoduce topic of research., start a discussion on information
tools, beginning with home situations: how to find a dentist or a t

lawyer in a hurry: how to find the best place to shop 'for a rug at
discount; how to locate a good beautician close to your, office or c
home ; ..

What kinds of tools do you turn to: a few particularly knowledge-
. able people,1in your family -(:) neighborhood, the-newspaper.

What tool is'imost helpful in each situation: some particularly
knowledgeable person in the family or neighborhood? the
telephone directory? the newspaper? a local health ar community
agency?

Relate opening dis-cussion to the goal of'developing the finding-out
skills one needs as one advances in a business career. Skillful
coping with everyday personal and family problems produces in
many people some of the basic abilities need for "-research" (the
ability to zero in on a problem; 'to review a number of information,
tools and choose the most appropriate).

Both at work and in study, research, or the skill of digging out
needed facts, is a basic to be learned and practiced.

In-order to assemble information, one needs to develop a familiarity
with a variety of sources 'oririformation . These include:

1. Office tools -- the dictionary, the thesaurus ("Give me
another word for "angry" that I can use in this letter"),
the secretary's handbook-(how do you address a senator),
office directories and organization'tharts, zip cod&
directories, city maps, telephone books, daily newspapers,
hotel, motel, airline timetables and rate books.

2. Interoffice sources of information -- key people:who
specialize in different aspedts of the companyls work;
files in your own section, other department, central
files; the company librOry (vertical files, card files,
periodica and book arrangements, getting, help from
the refer nce librarian, xeroxing).-/



3. Telephone sources -- special numbers for infor-
mation (daily newspaper, public library);

-contact people or departmenti (public informationl,
consumer relations) within/outside companies,
government agencies, private organizations.

4. Library so'6rees -- special rekerencei of irierebi.,
periodicals, microfilm newspapers, professional
journals, Reader's Guide, Who's Who, Biographicb.1
dictionaries, Foundation Directory, Standard
& Poors, government directories:

-ft

e

The'suggested cla.ssroom and homcvFoik exercises included apply
only to Level 1.

C.

A
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FINDING OUT PROBLEMS

Take turns solving these finding-out problems with the Yellow Pages
Directory.

1. It's 4:30. The boss suddenlyneeds to order food for a
last - minute supper meeting. He'll line up the sandwich
orders, he tells you, while you find a good nearby
delicatessen which delivers.

4,1

r

Your office is on Broadway, at 48th Street. Find two
nearby delicatessens for him to choose between as quickly
as you can.

2. You have to pick up a package at 585 Madison and need to
know what cro'gstown block it's near. Use the Manhattan
Address Locator tb find out exactly where you-'re going.

3. Yolk boss has to order plastic shopping bags with your
firm's name printed on them. He just asked you to find
out where he can get the job done.

4. Your boss is setting up a big convention of auto dealers.
He asks you to find out where he can buy 1, 000,convention
name badges. Find the right page in the Yellow Pages
for him.

5. The uptown office of NCNW's Center for Career
_Advancement is at 815 Second Avenue, between East
43rd and East 44th Streets. Find the zip code quicly
in the Yellow Pages:

6. Turn to Government, pages 814-826,, and take a few
minutes to figure out how this part of the Yellow pages
is arranged. it

Then... Find the numbers you need for information about:

passports

unemployment insurance ,

renewing a driver'slicense

food' stamps

getting a bad POthole fixed

regist\ ring a'complaint about no heat
224 242



FINDING OUT PROBLEMS

What's on One White Page?

Use the attached page of the Manhattan phone book (white pages)
to solve the following problems:

1. An out-of town salesman parked his car near your mid-
town office before he called. When he left and looked
for his car, it was gone. Only then did he notice signs
warning this was a No Parking, No Standing, towaway
zone.. Wher^ is his car? How does he get it back?
What number do you.call?

2. An important buyer, in from the Midwest, left her
briefcase on the bus, You are asked to report it
and follow through to see if it ttir ns up. What number
do you call?

3. Your department chief remembers seeing some data
he needs in a book by John Galbraith, an economist
with several recent books to his credit. Your colleague
forgot the title, but knows it was written within the past
five years. You are to give him a list of titles of
recent Galbraith books -- and the name of the publisher
for each title so he .can order a copy. What number do
you call?

4. One of the staff just got an overseas assignment and has
no passport.-mHe needs a copy of his birth certificate as
soon.aspossible. He was born right here in New York
City You're to tell him what to do, where to go, or
write, What number do. you call?

5. A junior account executive promised to take a client to
an outdoor performance of Shakespeare in the Central
Park amphitheatre some week night in July. You need
to know which plays are being performed on week nights
during the month. What number do you call?

ti
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------AMZULANCE_U figL.u_._ QLJ
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FINDINGOUT PROBLEMS

"Map-Reading for Information"

The attached map appears in the front of the Manhattan telephone
directory (white pages),

Use it to solve the following problems:

1. You work for the New York City h e office-of a
national manufacturer. Your boss rrives at .9: 3 0
and tells you he wants to speak to he advertising

_manager of the San Francisco Bulletin as soon as
possible.

a) What area code will you use to get the tele-
phone number from Information?

b) At what time will you place the call for your
boss?

2. In what time zone are each of the following:

a) North Platte, Nebraska

b) Columbus, Ohio

c) Springfield, Illinois

d) Hyannis, Massachdsetts

e) Detroit, Michigan

f) London, Ontario

g) Niagara Falls - - the New,York Side (see Buffalo)

h) , Niagara Falls -L the Canadian side

sl
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FINDING OUT PRO

" What's in the Newspap

Read this page 1 index to see all
the items it contains.

Then use the index to get to the
part of the newspaper that may
help you find exactly what you
need in the following situations:

Fill iri the appropriate subject
and page riurilber or numbers
for each situation.

Your department head says:

LE MS

r and Where"

NEWS INDEX
Pale Pafil

About 411w York 4 Mtnet 32.15?
Art 32 Mum 32.351

looks 43 Nein en People 531
',pit", 42 Obittwlet 4S1

/0114411 QM OtEfl 4$,
Crenuivd 4 071 Estate. ni
Edittn.1414 44 Scoff.; 37-42.
Edusatol 4,042 Trout's 32.33'

iFamtly/Stytt JOSS Trinsport4uon N.
rmanc.41 043 TV and lobe U31
C4on, Out Gudt 32 U N. rucetIOnys . 3'
Pin in the 4444 n rgenbet U

Nfts St mmity and Indec, ao, 41
44+

1 "I'ye got to send flowers to a client who's going off
to Italy by ship tomorrow. 'They're sailing from
one of those midtown piers in the 50s. Please check
the paper for me: the florist needs the name of the
ship and the sailing time."

2.

3.

Subje.ct: Page:

"Marge Miller is flying out to Dallas, Texas, tomorrow
and is packing tonight. How hot is it and will she need
rain gear?1,

Subject: Page:

"What time does the curtain go up for Raisin? Mr.
Goldman has tickets for the Chicago staff for tonight.

Subject: Pages:

229
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..

i

At4k,
4

4. "Tom Johnson's dad died this weekend, I saw in the

4 )34 rio

paper this morning. I'll be going to the funeral.
Please mark it on my desk calehdar. "

. Subject; Page:

5., "Jack Delaney "s moving to.another advertising agency,
J hear. His appointment was announced in this
morning's Times, with his picture -- you can't miss
that face. Clip it out and leave it on my desk, please. "

fSubject: Pages:

6. "It's been days since I checked out our mutual funds.
Please clip out today's listings and put it on top of
my investment folder. "

. .)

r,

00

'-

Subject: Pages:'

')

It,
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TO:

HOMEWORK ASSIGNMENTS

Language Arts Tutors

FROM: NCNW Staff

Following are some suggested homework assignments for students .,
designed to acqUaint them with a wide variety of secre1tarial tasks
as well as with the-city itself. Each dtudent 'may be given a
different assignment and a discussion of all of the as.ajecnents
would be an interesting way to start each evening's 'tutoring session.

Your employer asks you to get a hotel room for an out-of-
town buyer. He wants a roam overlooking Central Park.
What hotels would you suggest?

0
.

A representative of an English firm with which ou;.- firm is;
.associated has asked you to get him and his wife a batch of
magazines to read. What would you get?

,ipop

An Italian customer is arriving on the Raffa elo late this
week. What day? What time? What pier? Where is the.pier?

.1

Your employer asks you towlook up the final price that
General Motors stock sold for yesterday. Where do you find it?

A letter sent to the Sales.Manager from the Chicago office
last Thtkrsday'has not yet arrived. What would you do to try
to find o t what happened to it? I

Your employer has an appointment with Mayor Gibson in
Newark City Hall. What is the best way for him to get there?

Your employer wants to buy a)neW electric typewriter. He
asks you.to recornrhend the best buy. What would you do?

Your company's Chicago office has asked the New York office
to send a company catalogue to the Governor of Illinois. Who

231:
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k.

9

#

is he? -Where isthe-C-a-Pital?'Whit is the correct
address and salutation?

M
Your employer/Would like to get some storage shelves for
the stock roo . Can you suggest how he Can go about it?

A out -of -town
t

t-of-town buyer wants to see Catch 22 . Where is
it playing? What time doet go on on Saturday evening?.O J

- .

There is a special exhibit at the Countee Cullen Library.ii What is the exhibit?* Where is-the library?' How do you
get-there?

.\.

7

How do you find ou about e5cams for typist and stenographer
for the;City? °Th State? The Feeeral Government? What
are the requirements? When and where are they hekd?

....

Suppose you want to buy- a sofa for $250. op at Macy's. HOW
much more Would it cost you on an installment account over
a twor period?

You are considering, opening a checking account. You would
be writinit about 8-10 checks a month. What would be the
best kind (*account to open? What brand? Would bank
money orders be cheaper?

Your employer wants tct get to Gulfport, Mississippi, by
2:00 p.m. b ri" Thursday, October 16. What reservations
would you make foiOhim,?

Find out what benefits _yo,u can get from.your stutdent card
at such places as: .

a

`The Brooklyn Academy of Music

Museums

Carnegie Hall

Lincoln Center

*-
. 2450
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Task: Initiate_ simple' memos

Suggested skills and knowledge emphases: .

Organize thoughts
Compose simple, correct sentences
Compose logical paragraphs
Get message across clearly, concisely
Use grammar properly: tense , number," pronouns

subject/verb agreement
Spell_correctly
P.J.tatfilate, capitalize, use terminology of business

in proper meaning and context

-Suggested learning activities:'

1.4, Integrate with chapter on Writirig, incorporating
a) textbook exercises on: the sentence, sthject/verb
agreement, tenses b) student compositions, analyzed
and discussed for main problems in grammar and usage

4. Group writingiexercise, "Round Robin" (attached)

3. S 'ect/verb agreement exercise, "L ATE ST RY" (attached)

4. Number exercise, "Eyes of a Hawk" (attached)
a

5. "Wzite,j,n Expense Account Memo" (attached)

6; .Spelling dictation exercise's

7. Homewlbrk: writing exercise directions from home to
office)

41,
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e ez.
Instructions to the Tutor

Lik

At the very top of a large sheet of blank paper, write a story
title: "MY BOSS," for example -- or anything else you
choose to start students composing a round-robin story.

Fdld the top of the paper so that it masks out the title you've'
written, and enables everyone in the work group to see how the
round-robin will work.

Each student in the work group will cdntribute one sentence,
folding it over sole others cannot see what has gone before.

The results are bound to be funny -- and should give the tutor
a good opening to discuss why transitions and sequential develop-
ment are so important in writing.

234
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What's missing in the title of this exercise?

Dire ctio ns:

Your clue to each blank in the love story below is the 'infinitive
'in parenthesis on the left. To finish each numbered sentence,
wri in the correct form of the missing present-tense verb.

Grace Evans and ToM Jackson live in the' same apartment house,
but have never met before last r9onth. Now Grace dates Tom
secretly. .

.(to do) '

(to get)

.1. She n't want her folks to know she goes out
with a Jackson.

2. lier problem started years ago, when Tom's father
got her father in trouble. The flea wors,e
every year.

(to talk) 3. ,It's a real feud; even today no one else in her 1

family to anyone in his family.

(to sneak) 4. Whenever they can, Grace and Tom out
to places where no one knows them.

5

(to be) 5. That's the way it

Any New Words for your Vocabulary Notebook?
1

infinitive

parenthesis

feud

235
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1 '2
They call him. Mr. Hawkeye. He is the world's fastest

3 4
reader. He works for a printing office. He reads eveKy single

book printed in that office,

PileMr. Hawkeye waits at the end of a big machine. Pile's of

pages continually move toward him. After he picks.up a page,
8 .4he scans it. He looks for printing and typing errors. ometimes,,-

10.he notices mistakes. _ He uses a pencil to mark them.
-

12 ....4 13
He doesn't smile or look up. He is a very.fast worker. The

company pays him very well because he is the most valuable

employee in the office.

Rewrite the passage, but change Mr. Hawke.ye fo Mr Hawkeye,
and Mr. Scanner. You will write abou...t two persons instead of

"one. Sentence 1 will-be: ,

They call them Mr. -Hawkeye and Mr. Scanner.

Adapted from LINC, Eanguge Innovations, Inc.
122 West 75th Street - Suite B
New Y-crk, N.Y. 10023
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Jack Jones and tw
o colleagues order lunch for a

m
eeting in the office, using the m

enu below
.

M
r. Jones gives you $10 of his ow

n, and asks you
to pick up 1 salam

i and 2 ham
 sandw

iches, 1 dom
estic

and 2 H
eineken beers, 1 chocolate cake and 2 apple

pies..
W

hen you get back, he asks you to prepare
a m

em
o for A

l H
ew

itt, the departm
ent accountant,

so he can be repaid for the m
oney he laid put.

a)b
)

Figure out the cost,- adding 8%
city sales tax.

W
rite a m

em
o from

 Jack Jonei
to A

l H
ew

itt. K
eep it brief, but

m
ake up any fact you feel re'

necessary.



SPELLING DICTATION EXERCISES'

-for Tutoring Sessions

1. Apropos. Here's what I think apropos the new secretary
your agency recommended.

2. Ad infinitum. He goes on and on ad infinitum.

3. Per capita. It is important to calculate how costly this
program is per capita.

4. Incredible. I can't believe that:: it's incredible.

5. Arrears. His account is in arrears.

6. Creditable. She did'a superhuman job, and her supervisor
simply said, "That was very creditable."

7. Naive. The new typist, who believes everything, is naive
Ingenuous. and ingenuous.

8. Mortgage. The sale will depend on what mortgage money is
available.

9. Liaison. Mr. Anderson will be acting as liai on between the
two departments.

10. ,Coordinator. Mrs. King will be serving as the convention
cobrdinator.

11. Separately. You will be billed separately for laboratory fees.
Laboratory.

12. Condemn. Don't he too quick to condemn another.

13. Column. Can yru handle this column of figures for me?

14. Colonel. Get in toubh with Colonel McFee at the Army post.

23$
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WRITING EXERCISE

Your Aunt Sally from South Carolina comes up north for a
visit every year and enjoys a night out downtown.

This year, she's staying at your house fora week. Tomorrow
night, she'll be meeting you at your office for dinner, and a
movie.

Exerciser Write a note to your aunt, explaining how she sho'uld
travel from your home to your office, and how to
find you once she gets there.

289
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Task: Copy handwritten drafts

Copy the sense'accurately, but make
needed corrections in spelling and

-mechanics, including grammar

Suggested skills and knowledge to be emphasized:

Read carefully for clarity of meaning.
Copy clearly and accurately
Correct for meaning, grammar, vocabulary, usage,

spelling, sentence formation, paragraphing,
typing format

Compare copy and original

Suggested activities and exercises:

1. Brief presentation on typist's responsibility for editing
drafts

2. Handwritten memorandum. Sample attached with four
misspellings, plus a variety of punctuation, abbreviation
and format problems

3. Spelling devils

4. Vocabulary Building ,exerckse s :

session on student vocabulary notebooks to date.;
letter-into-word game for group exercise
introduction to word analogies
(brief introduction to concept and sample analogy test)

Sentence writing exercise: "Write Your Cain Ticket"
.

6. Homework: Bring in samples of handwritten, drafts for
,..

typists from yourioffice (with the final
typewritten version, if possible). .

Mark in red'the various improvements that
should be made by the typist.

240
259



Presentation: Smoothing Out the Rough Draft
1

Part of a typist's job is responsibility for all the niceties of what
she produces -- the format, the grammar and punctuation, the
spelling -- and sometimes even the sense:

Check every draft you type for spelling. Any word that looks
suspicious or unfamiliar can be checked for spelling and its
sense in context in your dictionary. It's the typist's job to turn
in-a perfectly spelled letter, no matter how good or bad a speller
the boss is.

You may also have to use your own judgment about paragraphing
and punctuating. When ybu come across an incomplete or .run-on
sentence, you'll want to correct that too -- adding the words
deeded to complete the first; breaking up the run-on sentence
into as many separate statementses the text calls for.

When you have a difficult di-aft to type, it's a good idea to type
up a draft for the writer to go over. This gives the drafter-a
chance to check the whole letter for meaning, and to answer any
specific queries you have.

If :the handwriting is hard to read, do a"rough draft: guess at
words when the sense is obvious and indicate you've done so with
a (?). When portions are completely illegible, type the words
you can read, and leave blanks for those you cannot read

, so the writer can fill in what is missing.

Check any statistical material you type for simple arithmetic.
Use the adding Machine to doublecheck each "total" given for
columns of figures. If any figures are off, the person who
prepared the material will appreciate this chance to correct the
error,-

24i
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ISCUSSiorr Topic

Many typists are reluctant to change a word, use their judgment
or ask a question, as good technicians should. Some executives
expect, take foi granted andiappreciate a normal amount of
editing and filling out of the words they write down or dictate.
Busy-people should appreciate anything that saves them time
and checking. But other executiVes dislike being "edited" or
"corrected." Each typist will have to work out a particular
way to deal with each particular supervisor who gives her
rough drafts or dictation to type up.

Nbte to instruttor:

Sample "rough draft" attached contains-5 spelling errors
and a variety of format inconsistencies, punctuation-
problems. The "correct" typed version is also included.
Try this or better yet, actual materials students bring to
class.

242



Sample Rough Draft

C41416"%44
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IIIII11:4111k ill of
815 SECOND AVENUE, NEW YORK, I's/Y.10017 telephone 212-687-5870

7

1

Gentlemen:

_

4

The Neitional Council of Negro WoMen Health Careers Program
provides career guidance and supportive services for minority
group individuals who are interested in pursuing health-

,related careers.

We would appreciate receiving information concerning the
following training programs available at your hospital:

I

Thank you for your cooperation.

Sincerely yours;

Patricia Pat Gibson
- Program Director

NCNW HEALTH CAREER PROGRAM

24T-

NATIONAL HEADQUARTERS 1346 Conne ticut Avenue. N.W. Washington.DC 20036

Founder MARY MoLEOD RETHUNE President- DOROTHY I. HEIGHT
263
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SPELLING

Dictation Exercises for Tutoring Sessions

1. Compliments. The new assistant manager is always hand-
ing out compliments to-everyone.

2. Collylements. The enclosed brochure complements the
Brochure. , materials we already sent.

3. Cite. To prove the man is a'N.iar, just cite the speech he
made a year ago.

4. Eyesight. On this proofreading job, one needs good eyesight.

5; Site. Lincoln Park in Washington, D.C. is the site of the
Mary McLeod Bethune Memorial.

Sightseers. The statue of Mrs. Bethune is a new landmark
Capital. for sightseers visiting the nation's capital.

4

7. Capitol. Lincoln Park is close to the Capitol Building where
the Senate sits.

8. Altar. It took me years to get him to the altar,

9. Alter. Our committee chairman regrets he cannot alter
the decision made in your case.

10. Ascent. Our sales figures have been on the ascent for
for seven months,

11. Assent. The crowd liked the idea and shouted their assept.

12. Surprised. You will be surprised to hear that She is a
grandmother.

13. Sincerely. 14r. Jones wants all his letters signed,
"Sincerely yours."

2 5
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L

rET TER-INTO- WORD GAME

4

How many words of four letters or more can you
make out of the letters used to spell the word
SECRETARY? More than 35 words (no names
or places) are there for the unscramialiag-.

Here arty 7 to start with. List as many more as
you see in 5 minutes,

secret_
create
easy

44

SECRETARY'

rate arregl
tree yeast

s

I
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Outline for IntroduCtion to "Analogies"

A way of testing people's vocabularieS and thinking, abilities --
frequently used in college entrance examinat,ions. Why? Because
co4leges have found out that people who do well on analogy tests
are most likely to do well in college: these tests are the most
reliable predictor of success that educators have found.'

Whether one is planning to take an admis,sion exam or not, it is
worthwhile to see how these tests work.,,. expanding one's
vocabulary, and one's ability to think of the relating factor that

Part Of the trick is learning to translate kite symbols used in
analogy tests into the words they'stand for -- and then mentally
adding one's ,own words to turn the analogy into a sentence that
Makes sense. That helps you find the relationship, and pick the
right word to fill the blank for the matching analogy.

'Example: puppy:dOg::boy: a) lad b) girl c) man

The sign (:),translates into "is to". The sign :: translates
into "as. " The, skntence.you say to yourself first is, Puppy
is to Dog, as boy,.i to Then add the relating factor:
a puppy grows up into a dog. Look for the one word that will
complete the new sentence, "A boy grows up into
The answer must be (c) -- the "relating factor" is growth.

During the semester, practice analogy tests - as a regular part,of
vocabulary building. Add new words you must look up to your
vocabulary notebook.

24
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ANALOGIES

1, strong: weak:: strenth:

-c

a. febrility b. feebleness
c. fervor d. felicity

. ,
2. promise: oath: gift: a. duty .b. devotion

c. damnation d. denial
. -......

3. manager: salesman:: chef: a. cook b. waiter
c. bus boy d. dishwasher

4. stenographer: typist:: accountant: a. bookkeeper
- b. auditor c. cle'rk d. financier

mar

5. war: battle:: NYC: a. Brooklyn b. V.Y. State
c. New Jersey d. Nassau

6. hair spray: aerosol can::
c. drain d. air

7. skin: make-up:: book:

a. dirt b. hydrant

a. cover b. words
C. paper d. :print

8. limoUsine: bus:: restaurant; a. cafeteria
b. kitchen c. pantry d. food

9. college: lecture:: church: a. hymn b. sermon
c. baptism d. congregation

10. sOvim: float:: walk: a. run., b. ride. .c. drown
d. recline

11. skimpy: rich:: milk: a. water b. cheese fluid
d. cream

12. frail: sturdy:: irfancy: a. maturity b. irnmaturity
c. senility d. sterility
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WRITING ASSIGNMENT

Name:

Imagine yourself corking for a very unusual employer. He haS
offered you the chance to pick up whatever business skills,
training and job experiences interest you most. You learn
quickly, rxiove around a lot and perform each new po'sition well.

WRITE YOUR OWN TICKET ab

--In-one---o-r-tw-o-s ell:fencrs; -cles-c-ribe--the- 7f-woric-ycser-wcruitt---
like to be doing five gears from now.

Sentence 1:

Sentence 2:

Pass your completed sheet to the student at your left. You'll
, . read the sheet yoti get out loud to the group.

(Discussion of "the sentence")

, t. ,41(,,
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Task: Use dictionary
F sl

for writing, reading, 'typing,
proofreading, transcription,
research, pronunciation

Suggested skills and knowledge emphases:

Alphabetizing
Effective use of this reference Yulume
Spelling

NIL

Pronunciation
Vocabulary
Syllabication

Suggested skills and knowledge emphases:

Note: The following activities and exel.cises aim to
demonstrate the many uses of the dictionary,
to familiarize the student with its various uses,
and to develop throughout the semester a habit
of regular dictionary reference.

It,is suggested that at least two h ief session.
on using the dictionary be included -- one to
iron duce the range of uses; a second to discuss
speiiing--p-roblems not readily solved by
dic4nary reference.

Suggested activities and exercises:

1. Introductory session describing the many areas in
which the dictionary' can help: spelling, meaning,'
pronunciation, syllabication, synonyms, .facts about
people and places, proofreading symbols.
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Ekplanation of fine points to look-for to use the
dictionary most effectively: i.e. spacing of syllables,
use of bold and light type, pronuridatioliaids at bottom
of each page, stress signs, guide words on top corners.;
special sections on proofreading, foreign words,
roots, etc.

Research: 6What's in your-American Heritage
Dictionary?"

Pronunciation Devils

Disztts-siorr n-on-va-r-i-ous--year-to-hancl-lethe-priabiern
of not being able to find a word in the dictionary -- i.e.,
hard:to-find words like grateful or psychology.

Spelling Devil notebook

Spell with Mnemonics

Spelling dictation exercise

51
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FINDING OUT PROBLEMS

Wh'at's in Your American Heritage Dictionary?

DIRECTIONS: Take turns solving these finding-out problems
, with yo,ur dictionary. e

1. Are the Bahama Islands in the Caribbean Sea or the Atlantic
Ocean?

Ms -

A

Latin word mean in,English? Draw the dictionary symbol
that means fromand the letter that tells you that the name
of your sign comes from Latin.

3. What 'is the root ofthe word zodiac (its not from the Latin)?
What does the, ancientroot word mean in English? To see
in a picture' just what the zodiac looks like, turn the dictionary
page to the last Z entry.

4. List the three.atates on the Western seaboard of the
United States of Arne -erica.

5. What is the capital of Canada?

6. Which word needs a hyphen:. framcup or framework?
h

7. What is a synonym?

8. Write down two synonyms for the .word maybe.

9. Look up the word:excuse. Make up two sentences, one
using excuse- as noun,- the other using it as a verb.

10. Pretend youare teaching,,i. foreign student how the
dictionary can helPlex find the correctway to pronounce
words.', Show het, the dictionary clue that will help her'
pronounce the noun excuse one way, and the verb excuse
differently.
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11, Pretend you want to try out for a typing job. You would
have to retype manuscripts for an editor. He uses'
standard proofreading marks to show the changes he
wants made in the final typed version.

Find the page ilk the dictiOnary that lists and explains the
various proofreading marks he uses. ,

_/

V

3r,
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PRONUNCIATION DEVILS

"Picture Story"

The package of films I got for Christmas came down through

the,chimney. I used one whole role of film on pictures of our

children opening their gifts in front of the athletic family Santa

Claus.

Early in January, I sent the exposed film to the laboratory

for developing. When they came back, was I surprised! The

prints showed a laundry truck, with its proud owner,

called the film laboratory to complain.. The laboratory had rst

received a similar complaint from the laundry man, and

apologized for the mistake. All I asked was to get our family

-Christmas film back in February.

4
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Right Wrong

films fill-urns

chimney chim-munr ee

pick-tures pitches

chill-dren chillun

o-pen-ink ope-nin

ath-letic_ athaletic

San-ta Sanna

labra-tory lab-atory

sur-prised supprise

laun-dree laun- der -ee

asked ast, axt

get git

Feb- ru-ary

2 )5
' 74

Feb-er-erry
Feb-we r ry

''Feb-u-ary



SPELL WITH MNEMONICS #1

Mnemonics is a useful trick of the trade for students.

It is pronounced as though it had no beginning "m" (nem-on-ics). It means

dreaming up a clue to jog yotir memory.

Mnemonics can help you remember the meaning of words, and the spelling of words.

(A famous one you probably use already is: "I before E except after C, or when

sounded like A, as in eighty or sleigh."

UP EXERCISE: Make up your own mnemonic clues to remembering this set of
hard-to-spell, look-alike words.

#1

stationery (store where you buy supplies)

1.

stationary (standing still)

Sample Mnemonic Clues
er in store matches stationery

a in standing matches stationary

advice (noun)

2.

advise (verb)

its (adjective)

3.

it's (short for it is)

I (pronoun)

4.

I'm (short for I am)

rincipal (adjective meaning "main, or noun

meaning the

truth

aschool)
5.

(noun

ethical standard)

ice is a noun

ise is not a

CTICE SENTENCES: From the numbered pairs above, pick the right word to fill

'the blanks in the following sentences.

ov

lThere are ties when important for a person to stand on
,

3 5

Let me give you some good lock up your department'

2 1

Tonight meeting with the of my son's high school.

4 5

HOMEWORK: - -Darn these five_pairs_of_woxds.
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MNEMONICS #2

'Dictation ExerciSe

The title of this little story is "Hospital Conversation."

I'm surprised you did riot take my advice. It was silly

of you to remain standing stationary when that taxi_went out

of control. You should have run out of its path and into the

stationery store. It's a miracle you're alive. Next timesq77
*, .14 cab a.. -i . .

one advises, you to rufl,

should try to.remember-1--

r-2
) 27
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SPELLING

Dictation Exercises for Tutoring Sessions

1. Grateful. I'm gr"a-teful you invite me to that great.
Great performance,

2. Grievous. Pardon us for the grievous error made
Inadvertently. inadvertently on your bill.

3. Adopted. Did you know that the Jonescs adopted a baby?

4. Adept, The bank robber was very adept:at his job.

5. Adapt. Don't complain about your daughter's height --
Height. .she'll adapt herself to it.

6. Jewelry. Itake a course in jewelry-making during my
Leisure. leisure time.

7. Effect. - This'may have a disastrous effect oh sales.
Disastrous .

8..- Coarse. That fellow who sells printing seems a''very
coarse type.

9: Affect. You shouldn't let his wisecracks affect you.

10:" Disapprove. I want him to know I di sapprove(t,

11. Disprove. Our competition is out to dislirovel our claim
that Excedrin works faster,

12. Psychology. He should learn some psychology to get along
0 better with people...

f)

.4
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Task: Proofread typed manuscript

Suggested skills and knowledge to be emphasized:

Compariqg and copying (for dropouts, spelling, incorporation
of any marked changes).

Reading:
,Ability'rto judge meaning, consistency
A working understanding of editing symbols, proofreading

marks commonly usedin marking drafts to be retyped

Writing:
Knowledge of correct sentence and paragraph construction
Ability to spot typos, spellipg errors, to recognize

words to doublecheck in dictionary for meaning,
spelling

Knowledge of correct punctuation
Ability to set up manuscript in an appropriate format

(letter, memo, news release, budget, etc-. )

Suggested learning activities and exercises:

., 1. Brief introduction to proofreading techniqueand process.
0

Main objective: to produce accurate work wi out errors.

Initial strggs: to develop techniques for reading and re-
reading one's written work to spot and correct any

-errors in copying,, format, spelling, grammar,
meaning, punctuation.

Take-home sheet on slowing down reading speed,
getting to know one's vision span,- reading line
'by line..

'Homework: Review take-home sheet, and do exercises.
Sample exercises.

. 25)
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2. Discussion of proofreading problems on the job, i. e. :

when to read aloud with anbther person
(statistical reports, lists of-addresses,
copy with many figures)

.spell proofreading problems wherwchecking
stencils, indicating changes in final "Reflect
copy

advantages ofddinearaft when laware typing
from dictation, notes, difficLilt rough copy

. Pr-oar-ea-ding and-editing markc interp-reting-therny---
using them

take-home dictionary page of proofreaders'
marks, plus page of most common markings
used on typed drafts

3

proofreading process: sample paragraph

4. Proofreading all work students do throughout program,
both assigned exercises and student composition.
Proofreading accuracy and-professionalism should be
integrated with special work students are doing in
grammar, spelling, punctuation.

During Leve1,11 teachers and tutors
should gradually introduce and use standard proof-
reading marks, re-explaining them, incorporating them
into the way both students and instructor's mark papers.

5. SPellingdevils exercise.

2G0
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Take-Rome Sheet on Proofreading

Proofread.nsg

_ . To
proofread your writing with success you must slow down your reading
speed in order to take in the individudl letters of each word. It has be -n' _

found that the most effective way to do this is to place a ruler o r s ...eet
of paper under the line you are proofreading. Your eyes are now 1,--ced
to move more slowly because they cannot automatically run on to the next
line.

With the sheet of paper or ruler placed under the line, begin to examine
each word, allowing the tip of your pen or pencil to rest on each syllable
as you read ft. If necessary, pronounce each word aloud. Most of all, as
you proofread do not exceed your vision span. That is,,do not exceed' the

number of letters you are able to identify clearly with a single glance. To
determine your vision span, look at the top of the following triangle and
then look down, reading the- letters 4,n each line without moving your
eyes. When you can no longer identify, all the letters on a line with a
single glance, you have reached your limit and have determined your
vision span,

e

en
enh

enhs
enhsv
enhsvk
enhsvkb
enhsvkbt

erihsvkbtm
N e n h s-v k-b t m't-

4 enhsvkbtmlo

Most people are able to identify about six letters-without moving their
eyes. _Whatever your span, do not try to exceed it when yod are proof- r.
reading your writing. Now read the triangle of words given below, When
you reach. a group of letters that exceed your vision span, you should
divide them into smaller units that you can check more accurately.

4

a .

b

r
I

mit
ti6a n

when
books
re.veai

various
p.ersonal,
hardships

concerning
Illustrious

governmental1......acquaint(a/nces
261
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Those fow simplo proofreading techniques can probably help you to
eliminate about.half of your spelling errors. just remember to place a
sheet of paper or a ruler under the line of writing, 'to use a pen or pencil
to mark off the syllables, and not to exceed yoUr vision span.

While this discussion has been limited to proofreading for spelling
errors, the methods given are also useful for finding errors in grammar
and punctuation. Again, it is a matter of reading slowly and with enough
concentration to pick out your errors. 4

,: Usingk the techniques given in this
chapter, proofread the following paragraph for spelling errors, making any
necessary corrections in the space directly above the misspelled word.

azeavc.,/,C.z.,=.,,,,d,,./,,,,,../,, .xy.,-,, .i...-a
ce ,p6z,e, ,/,...;,_,.,;,,, e4e, 44zw- ,cz4,24
.tZ& -4(1.-& c, ,=z,, ,67z;6 -ele2'..3-e /Zer/ -W- a/4

ffi'vez-m,.=-e
ae.z f-42 ,eXe

a-a4e.4e .ee, ez.o.-t6.4/ .21-e' .- /4^.Z ,tX ,..il-C.i. /. f4v
y/4& A f ,t,

.e/ter, --A., a,&, i,2 i .v -
/-0-2.z.e .2efy4z-&-kc& ',,,497-z/ 4:z

2I.at4t2ey.. (z .&zz.
Co--,e/tzz-e47il 4-2-coG .ice /t.6--t-ew,4-A,

az, .e.co-7-6,& atzci4. .V ,e/4t/ -ai,e.

4

gib

26,2
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PROOFREADING EXERCISE In

Dear Madam:

During our Febuary store-wide sale*en affect for only one week, begining this

Wednesday--we,demonstrate again that your dollar buys more in top quality

home furnishings at Butler Brothers' then any where else in town.

Heres just one example of the extrordinary bargains your money can buy;

Imagine, a new television console made'by a well-known manufacturer and dell-

ing,for less than $100! For similar valves just check the enclosed pamplet.
sa

-y

However only part of the tremendous values availible 'during this great occasion

are described their; you will have hundreds of other miscelaneous items to chose

from when you visit us. Kitchen, and bedroom furniture, rugs, casual) pieces;

these and many more items will be sold at greatly reduced prices. All are made

in brand-new designs and styles to made your some more comfortable, luxurious,

'and cheerfull. What's more every one of the items is sold with our usual,

money back guarantee.

How are we able to do all this. To months were spend in intensive planing

for net weeks sale. We pooled our purchasing power with that pf leding

furniture merchants in other sections or the country in order-to obtain

special low prices from our, sources. These savings are being past on to you.

Remember?, this store wide sale is for a limited time only; therefore, take our

advise and shop while selections are still complete. Incidently, we would like

you to except a nice gift when we great you at our dobr some time next week.

Very truly yous,

16 3
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PROOFREADING EXERCISE #2

Dear Mr. Wilde:

Thank you'very much for yOur order. It will go our to you by parcel post

today. When you receive the merchandise I am sure youll be More than please

with it in every respect. We always strive to give eztra value and to take

great care in packaging.

As you know parcel post moves lucre slowly then first class mail. Letters

alway go out first, parcels may take days more--especially When the mails are

heavy. Just the same, its the best, most economical way to ship and zealous

postal inspectors are every alert to prevent rifling. Safe arrival of your

package Mr. Wild, is guaranteed.

We certainly appreciate you valuable business, but we really want to do more

than just thank you; we want to get more business form you by offering you

honest to goodness values. Won't you look over the bargains described in

he enclosed brochure. They safe ybu congideribly money. Yes, some prices

have been cut 60 percent or more. All are in stock and are readyfor delivery.

.

On the, enter sheet (page 12) of the brochure is a special offer that we are

making exclusively fo our customers but tb no one else. Each month we make

a sinilar offer'of nationally advertised fully-guaranteed merchandise. Use

the attach discount certificate to get your's.

To avoid disappointment make sure ysla rush you order to us befor 30 days

have elapsed. This discount offer othe month may not be repeat again this

year, therefore, please mail back your certificate NOW!

Yours very truly

265
285'
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Out one van or will not do something.
ins promised. 3. !adieu:on of balm
or sodas. - pod, 4Ing. I. To

or offer assurance. 2. To make a prom-
Tcaffoni a basis for expecting, I< L

Herd to send forth." promise./
tend. t. The land of Canaan Goa-

11:7. 2.pseressrl laid. Any place of
led happiness.

(prim:Mg) s4 Likely
in a desirable manner. -

sorry note usrbmiitir'i. -sbee). A
protium to pay a specified sans of
at a stated time or on demand.
teary torbm'antbre. tor'!) , pi

A high edge of land or rock Jutting out
sea or other espense of water.
lotus.)
le (pra.robe) v ai d, -.slag. I. To

in mason or rank. 2. To contribute to
wets or growth of: further. 3..To urge

lion of. advocate, 4. To attempt to
popularize. 1< L prinnorire (pp poi-

/ los move forward. advance./ -pa.
--pressentersal

tor (pra-molar) R. I. An active sup-
: advocate, tA finance and publicitytef.

tprbmptl adj. 1.0n time; punctual.
e without delay. 1. To press into
Incise 2. Id give rise to: inspire. 3. To

with a reminder: remind 4. To pre a
1. as in the theater. 1< L pomprus,
ht to light," "visible." at hand. prompt/
ter -fortienpy.k6W, premptntss n.

ode.
(late (prom'al.de, pra-murgit) r.
-gating. ro make known or put into
by public declaration. IL prom/gore/
ut.garoon (prarn'al.gi'shan. prirnal)

dialog ec
. pronoun 2. pronunciation

(prim) al 1. Lying with the front of
nsvar . 2, Tending: prone to muchief

rani, "betiding") -prondness ft.
prbn& prbng) ft. I. A sharply pointed
a tine of a fork. 2. Any slender pro -
IME range, forked instrument/

(pro'noun') tr. One of a class of
that function asdubstitutes for nouns,

(pmnouns"). voouttea(..00mndol.
Ovulate (a word or speech sound).
It officially and torpidly: declare. 1<
diem to speak is public, declare.)
nee'adile asf. - prenunel.a'u on

i'shan) n.
(pra-ndsast, 44. Distinct;

marked
meat (pranovs(rnent) is A foe-

!oration or statement;

de.

S64

pron.lo (prdn'tb) enh Informal Without de-
lay: qmckly. 1< L pompom flower

proof (prrlii) n 5. The evidence establishing
the validity of a give. assertion 2. Conclusive
dinnonstration of something. 3. The proving
of something. 4. The alcoholic strength of
liquor. S. A trial sheet of printed material on
which corrections are made before publica-
tion. i. A photographer's trial print. -eq.
1. Fully resistant: proof amour Pt. 2. Of stan-
dard alcoholic strength f< L prohio" e. to test,
prove

rensi: shockproof
proof 'road (prtzrrtd) r To read (copy or a
printer's proof) against the original manuscript
for corrections. --preofroadm n.

to

ft,M"r 1 -WM s-
pew (prap) n. A stage property
peep: (pray) a Myrna A propeller.
prop. t. properly. 2. ProPosilion 3. PfoPne-
dry: proprietor,

propaganda (prbeagin'sla) Is. I. The sys-
tematic inopaption of a gisen doctrine. 2.
Material disseminated by the proselytizers of i
doctrine. 1< L papiorate, to PitOPAGATLI
-proja.gartION -proptian'illtd v. (-Stale.
onzIng).

III09-811419 (PI3p'I1.111 -pikv,
to produce or cause to produce offspring;
teproduce; breed. 2. To move through a me-
dium. IC ponagire.) -prop'aiallen
-prop ra.,6164

pro -parse (priepiii) n. A Colorless gas. CAI
found in natural gas and petroleum. used as a
fuel.

propet (pra-pens.peOK1011111. To cause to
move or sustain In motion 1< L propel/err"

pro.poirlard wrap/rant) is Also prolsetlont.
Something that propels. as an explosive Charge
or a rocket fuel

pro.pel.ler (prapirar) n Also prossUlor. A
device for propelling aircraft or boats, esp one
having radiating blades mounted on a mob,
mg power-driven shaft

pro.penst.ly (prapiin'satt) i., pl kis. An
innate inclination: tendency: bent. (< L

polders; to be inclined or favorable I
proper (prip'ar) ad". 1. Suitable: fitting. 2.
Outandout- thorough- a proper whopping. 3.
Worthy of the name. 4. Meeting a requisite
standard, S. a. Within the strict limitation of a
term: FICIfire proper. b. Rigorously CORM:
enact a. Seemly; decorous. I< L proforma
'one's own. personal, particular./ --peoPer.tg
ado -peeirSonoss A

proper fraction. A numerical fraction in
which the numerator is less than the denomi-
nator.

proper noun. Also prom name. A noun -des-
ignating by name a being or thing without a
limiting modifier.

proper -tied tpraseartedlmb. Owning land as
a principal source of revenue.

erepww.ty (prdp'arth) n, pt .11,6 1. Owner.
ship. 2. A possession or possessions. I. As,
muck. except costumes and scenery. uses as

ete/Ir care/g hor/b b.blch thew/1 Soed/e NV! beif fo '1 Pa '6 kis 0- orspir/Ir ple/j jo46asfit Yttltit bd. fatal/m ouesin en. $64,166. ova use A poi o
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PROOFREADERS' MARKS

InetruCliOn

Otiose

tremprt Indicated -national

let it stand

Mak., erode

Maki lower caw

Set m small capitals

Set In italic type

Set in roman type

Set m be/disco TIP*

Set m Ephtfoce TYPO

Transpose

Oose up apes

Delete and does up
silo=

Spell out

Insert space

pined '

comma

hyphen

colon

sornstetoo

apostrophe

quotation marks

moorhens

brackets

in dash

em dash

**twee type

wilersor Mao

moon*

Mark in Mork in Type
Margin

01." the feed word

geed thsword

40T D.t the glited word

the word

® t heWord
See word.

CfD 1 he word ts word.

110.1,

theE")
the entry word

the entry

th ve(214.--)iod

the word

eis the wtord

(F) @words
elk thelword

This is the word,

words,,words, words

wordAorAword tat

O The following words

Scan the words. the
words.

)!/ JohAls words

431":1 the worcrworce

( /)/ The wordzordiis in
parentheses.

He read from the Word
flhe

1964A1972

The dictionary how
often it is needCd
belongs in every home.

4

wore

Corrodeg Type

the word

the good word

the good words

'the Word

the Word

See swop

The word is word

the word

the'entry word

the entry word

the good word

the word

the word

two words

the word

This as the word.

words, words. words

wordfor.word tat

The following wordy

Scan the words, skim
the words.

John's words

the word "word"

The word (word) is in
parentheses

He read from the Word
Ithe Biblelf

1964-1972

The dictionary-how
often it is needed -
belongs in cods home

2: w 4

11,0

word'

A fee few n. tv,:nes sop .to 4d d. cm p ea. .5 vik o i. O.6 .. . No .an 41 v N. .e *to .0 41.
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PROOFREADING AND EDITING MARKS COMMONLY USED IN
BUSINESS

/.e:e.

insert

- let it stand, leave these words in

delete

make it a capital letter (upper-case letter)

make it a small letter (lower-case letter)

,underline or underscore

A7210.zil .transpose: change place of words or paragraph

close up space

416" add space -- betw letters, words, paragraphs

spell out

start paragraph

eliminate paragraphing; run in

indent: move right

move left

align: line up margins

use circled questionmark for questioxis that only
the author can answer

268
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PROOFIrADIM PROCTSS: Sample Paragraph

Stnp 1: Before Proofreading

With a book, they can walk their imaginationitly on a 1'ash.

Right now, bright gypsies in New york are redaing scienc. -fiction.

They could, with some. Guidance, bo, rpclaing Mirk Twain, Robert

Louis Stcev.nson, ^rn.at 8.mmingway; or even George vliot if

thicr teachArs gave thAm'"Middl.march" instead of "Silas warner ";

but they need to reed and do so, putting some distance between

themselves andthp quotidian, peopulating the space with people

from one kind of literature to a nother.

Step 2: Manuscript After Proofreading

nth a book, they can walk their imaginations _n

3Right.nowo bright.gypsics. in New york are r

They could, with some luidance, be rr ing Mirk Twain, Robert

ly on a leash.

ng scienc.-fiction.

-)rLouis Stei enson, rrnest Bemtingway, or even George vliot if

teachers gave them "Middl.march" instead of "Silas Darner";

but they need to retd and do so, putting some distance between

themselves andthp quotidian, populating the space with people

from one kind of'lit.raturp to another.

%am/

Stop 3: The Final Product

a

Right now, bright gypsies in New York' are reading science-fiction.

They could, with some guidance, be reading Mark Twain, Robert

Louis Stevenson, Ernest Hemingway,, or everi:GeOrge Eliot if their

teachers gave them 6Middlenmarch" instead of "Silas Marner"; but

they need to read and do so, putting some distance between them -

s elves and the quotidian, populating the space with people from one

kind of literature or another. th a book, they can walk their

imagination nightly on a leash. 269,
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1. Dissent. This 'letter is to register a dissent to,your
Censorship. group's position on censorship.

2. Censured. Has the Senate censured anybody since
Senator Joseph McCarthy?

3. Deposition. His lawyers will soon be filing a deposition.

4. Disposition. Then we can make a final disposition of the
case.

5. Descent. Every morning I make my descent down into
the subway.

Decent. What this city needs most js more decent
housing.

7. Financiers. The financiers get more profits from office
buildings.

8. Unnecessary: It is unnecessary to remind me twice.

9. Underrates. My supervisor continuously underrates my
Continuously. performance.

10. Ingenious. The company president thinks your idea is
ingenious.

11. Facsimile. The Xerox"TKachine gives you an instant
facsimile of a page.

12. Per diem. People not on the payroll work on a per diem
basis.

270



Task: Transcribe from oral dictation

ugge ste d skills and knowledge.emphase s :

Listening
Spelling
Vocabulary
Punctuation, capitalization
Composing correct, meaningful sentences

Suggested learning activities:

410

Cpie. 0 .... cr.+ ea

1. o 4.4 .Spelling dictation exercises

2. Samples of transcription drafts students have done at
work

3. Passages from shorthand textbooks or workbooks in
use by any. students concurrently studying sho. rthand

4. Dictation paragraphs (attached) catels.,.. o ..

go

27i
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*SPELLING DICTATION EXERCISE

for -Tutoring Session ,

aerial. TheXV purchased last week has aerial problems.

Indebted. We are all deeply indebted to you for your
kindne s.

Temperamental. She's a very,temperamental person.

Temperature. He was;)flushed, so I took his temperature.

Efficieit. It's a real art to be efficient at home and in
the office

Incidentally, I forgot to mention money.

Exer'ite; : :you'll find this exercise very beneficial.
Beneifiti

Pty4hoPcigY.
g

.Boundary.:
,r

BaCkgrotind.
Miniature.

Proficient.

12. Deficient.
, _

13. Recognize.,

He should learn some psychology to get
along better with people..

The building is on the boundary line of the
property.

Let me give you the background of this
miniature toy poodle.

He's not very proficient to be promoted to
junior executive.

He 'seems a bit deficient in the things that count.

We recognizAhat fingers are similar tb toes.

27;?,
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DICTATION PARAGRAPH

(Not to be distributed to students until
after the test),

A FORTUNATE SECRETARY

What an extraotdinary experience Laura Jones had last Tuesday_!"'
She looked hi a We labeled "miscellaneous" and found the very
questionnaire her bosS needed for his ,committee report. He was
so grateful he recommended a salary increment for het'. What
a surprise it was for Laura to get a raise on Wedndsday!

0

1, A

,
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t"".

DICTATION PARAGRAPH

-
(Not to be distributed to students until
alter the test)

'Dear Mr. 'Smith:

En.clOsed Is the pamphlet I omitted to include in my

correspondence of February 5, much to my embarrassment.
0.

I 'realize how disastrous it would be to make your presentation

without this essential piece of material. I hope this additional

mailing reaches you in time to eliminate any inconvenience. .

Incidentally, our attorneys guarantee that there is nothing

libelous in this publication. Everything in it is legitimate

information'.

I hope to pin you down to a definite 'date for lunch soon. Do

check your calendar and let me know when you can fit me into
It

110

your busy schedule.

a\.)
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DICTATION PARAGRAPH

I was supposed to go to the stationery store and endeavor to
purchase some envelopei. Unfortunately, the store had changed
its location and there w no others nearby. I happened to look
across the street. Th noticed a door with gilt letters saying,
"Acme Paper Compan tom. olesa/e Only." I entered;- requested
my envelopes and, to my astonishment, I succeeded in purchasing
them.

a
0

63
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SPELLING DICTATION EXERCISE

(Not to be distributed to students until
after the test)

I am going to dictate a short paragraph of a business letter to
you. Check your spelling very carefully. After you've written
the paragraph out, read,it over and make sure it makes sense.

This is the fourth letter I have written to you
within the past two months. At this point you
have every right to wonder whether the ho,t
weatherhas.been too much for me a"nd has
affected my wits, for I know you did not receive
any one o4 them! When I did not hear from you,
I was led to suspect that the correspondence had
been misdirected, since you had formerly been, so..
prompt in answering inquiries.

rr

G
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SPELLING REVIEW EXERCISE on Plurals
of Nouns Ending in Y or 0

TUTOR:

Let's see how well we remember the Language Jilts lesson
on spelling the plurals of nouns ending in Y or in 0./

I will read a short paragraph twice. The first time, I'll
read at a normal tempo, so that you will know what the
paragraph is about. The second time, I'll read it more
slowly, stopping at each of eight review words.

Number a blank sheet of paper from 1 to 8. You'll write
in longhand each of the review words as I come to them
the second time around.

PARAGRAPH:

Harry Truman and Harry Belafonte had many
difficulties before they were finally appreciated.
But both Harrys became heroes. Their energies --
ene as president, the other as perfOrme.r -- were
tremendous. They seemed like super-peci,ple:
regular dynamos." On their journeys from the
East Coast all the way west of the'Rockies, they
became well-known and beloved in many types of ,

American communities.

".

7 7
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